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CHAPTER |
PERSPECTIVESIN HUM AN RESOURCE MANAGEMENT
1.1What is Human Resource M anagement?

HRM isthesudy of adivities regarding people working in an organiztion. It isamanageria functionthat
triesto match an organization® needsto the skillsard ahilities of itsemployees.

1.1.1 Definitionsof HRM

Human resources management (HRM) isamanagmert fundion concerned with hiring, motivating
and maintaining people in an organization. It focuses on people in organizations. Human resource
management isdesgning management sysemsto ensure that human talent is used effectively and efficiently
to accomplish organizaiona gods.

HRM isthe personrdl function whichis concerned with procurement, development, compensation, integration
and maintenance of the personnel of an organization for the purpose of contributing towards the
acomplishments of the orgarnization® objedives. Therefore, personnel management is the plannng,
organizing, directing, and controlling of the performance of those operative functions (Edward B. Philippo).

Accordingtothelnvancevich and Gluedk, i IRM isconcerned with the most effective use of
people to achieve organizationa and individual goals. It istheway of managng people at work, so that they
give their best to the organizationo.

According to Dessler (2008) the pdliciesard practicesinvolved in carrying outthe i pogled or human
resource aspeds of amanagement position, including reauiting, screening, training, rewarding, and
appraisng comprisesof HRM.

1.1.2 Nature of HRM

HRM is a management function that hel ps ma
members for an organization. HRM is concerned
The following constitute the core of HRM
1. HRM Involves the Application of Management Functions and PrinciplesThe functions and
principles are applied to acquiring, developing, maintaining and providing remuneration to
employees in organization.
2. Decision Relating to Employees must be Integratedecisions on different aspects o
employees must be consistent with other human resource (HR) decisions.
3. Decisions Made Influence the Effectiveness of an OrganizatiorEffectiveness of an
organization will result in betterment of services to customers in the form of high qualitycigrodu
supplied at reasonable costs.
4. HRM Functions are not Confined to Business Establishments Onlgut applicable to non
business organizations such as education, health care, recreation and like. HRM refers to a set of
programmes, functions and activetidesigned and carried out in order to maximize both employee
as well as organizational effectiveness.

SCE 7 DEPARTMENT OF MANAGEMENT SCIENCES
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1.1.3 Fedures of HRM or characteristics or nature

1. HRM involves management functions like planning, organizing, direding and
controlling

2. It involvesprocurement, development, maintenance of human resource

3. It helpsto achieve individual, organizational and social objedives

4. HRM is a mighty disciplinary subject. It includes the study of management
psychology communication, ecnomicsand scciology.

5. It involvesteamspirit andteamwork.

1.1.4Significanceimportance/needof HRM

HRM becomessignificant for business organization due to the following reaons.

1. Objedive:-
HRM helps a company to achieve its objective from time totime bycreding a

positive attitude among workers. Reducing wastage and making maximum use of
resources etc.

2. Faalitatesprofessional growth :-
Due to proper HR policies employeesare trained well and this takesthem

ready for future promotions Their talent can be utilized not only in the company in
which they are awrrently working but aso in other campanieswhich the enployees

may join in the future.

3. Better rlations betweenunion and management :-
Hedthy HRM practces can help the organizaion to maintain co-ordinal

relationship with the unions Union members start realizing that the company is also
interested in the workers and will not go against them therefore dhances of going on

strike aregreatly reduced.

4. Helps an individual to work in ateam/group :-
Effective HR practices teach individuals team work and  aljustment. The

individuas are now very comfortable while working in teamthus teamwork improves.
5. ldentifiesperson for the future :-
Since employees are constantly trained, they are redy to meet the job
requirements The company is also able to identify potentid employeeswho can be
promoted in the future for the top level jobs. Thus one of the advantages of HRM is

eparing people for the future.

6. Allocating the jobsto the right person :-
If proper reauitment and selection methods are followed, the company will be

able to selectthe right people for the right job. When this happens the number of people
leaving the job will reduce as the will be satisfied with their job leading to decrease in

labour turnover.
8 DEPARTMENT OF MANAGEMENT SCIENCES
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7. Improvesthe economy:-

Effective HR practices lead to higher profits and better performance by
companies due to this the company achieves a chance to enter into new busiress
and start new ventured thus industrial development increases and the economy
improves.

Scope of HRM
The major HRM activities include HR planning, job analysis, job design, employee hiring,
employee and executive remuneration, employee motivation, employee maintandosgjal
relations and prospects of HRM.
The scope of Human Resources Management extends to:
U All the decisions, strategies, factors, principles, operations, practices, functions, activities
and methods related to the management of people as emplogegsype of organization.
U All the dimensions related to people in their employment relationships, and all the
dynamics that flow from it
The scope of HRM is really vast. All major activities n the working life of a workizom the
time of his or her eny into an organization until he or she leaves it comes under the purview of
HRM. American Society for Training and Development (ASTD) conducted fairly an exhaustive
study in this field and identified nine broad areas of activities of HRM.
These are givehelow:
Human Resource Planning
Design of the Organization and Job
Selection and Staffing
Training and Development
Organizational Development
Compensation and Benefits
Employee Assistance
Union/Labour Relations
Personnel Research and Inf@tion System
a) Human Resource Planning: The objective of HR Planning is to ensure that the
organization has the right types of persons at the right time at the right place. It prepares human
resources inventory with a view to assess present and future, aeadability and possible
shortages in human resource.

Thereupon, HR Planning forecast demand and supplies and identify sources of selection. HR
Planning develops strategies both ldagn and shofterm, to meet the maoower
requirement.
b) Design of Organization and Job:

This is the task of laying down organization structure, authority, relationship and
responsibilities. This will also mean definition of work contents for each position in the

organi zati on. This i Andadtomer biympig rotba ndte ssctre pp tii

Job specification identifies the attributes of persons who will be most suitable for each job
which is defined by job description.
c) Selection and Staffing:
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This is the process of recruitment and selectiortadf.sThis involves matching people and
their expectations with which the job specifications and career path available within the
organization.

d) Training and Development: This involves an organized attempt to find out training needs
of the individuals @ meet the knowledge and skill which is needed not only to perform current
job but also to fulfil the future needs of the organization.
e) Organizational DevelopmentT hi s i s an | mportant aspect w
generated in an organizatioe.i healthy interpersonal and irgmoup relationship within the
organization.
f) Compensation and BenefitsThis is the area of wages and salaries administration where
wages and compensations are fixed scientifically to meet fairness and equity drteria.
addition labour welfare measures are involved which include benefits and services.
g) Employee AssistanceEach employee is unique in character, personality, expectation and
temperament. By and large each one of them faces problems everyday. Soraesamal p
some are official. In their case he or she remains worried. Such worries must be removed to
make him or her more productive and happy.
h) Union-Labour Relations: Healthy Industrial and Labour relations are very important for
enhancing peace and piectivity in an organization. This is one of the areas of HRM.
i) Personnel Research and Information SystemKnowledge on behavioral science and
industrial psychology throws better insight into the workers expectations, aspirations and
behaviour.Advancemenof technology of product and production methods have created
working environment which are much different from the past. Globalization of economy has
increased competition many fold. Science of ergonomics gives better ideas of doing a work
more convenietty by an employee. Thus, continuous research in HR areas is an unavoidable
requirement. It must also take special care for improving exchange of information through
effective communication systems on a continuous basis especially on moral and motivation.
Objectives of HRM
The primary objective of HRM is to ensure the availability of competent and willing
workforce to an organization. The specific objectives include the following:
1) Human capital: assisting the organization in obtaining the right numltetypes of
employees to fulfill its strategic and operational goals.
2) Developing organizational climate: helping to create a climate in which employees are
encouraged to develop and utilize their skills to the fullest and to employ the skills and
abilities of the workforce efficiently.
3) Helping to maintain performance standards and increase productivity through effective job
design: providing adequate orientation, training and development; providing performance
related feedback; and ensuring effectiwe-tivay communication.
4) Helping to establish and maintain a harmonious employer/employee relationship
5) Helping to create and maintain a safe and healthy work environment
6) Developing programs to meet the economic, psychological, and social needs of the
employees and helping the organization to retain the productive employees
7) Ensuring that the organization is in compliance with provincial/territorial and federal laws
affecting the workplace (such as human rights, employment equity, occupationalamehlth
safety, employment standards, and labour relations legislation). To help the organization to
reach its goals
8) To provide organization with weltained and welmotivated employees
9) To increase the employees satisfaction andastlfalization
10) To develop and maintain the quality of work life
11) To communicate HR policies to all employees.
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12) To help maintain ethical polices and behavior.

1.1.5 Objectives of HRM
1) Societal Objectives seek to ensure that the organization becomes soogponsible to
the needs and challenges of the society while minimizing the negative impact of such demands
upon the organization. The failure of the or
benefit in ethical ways may lead to restriction.
2) Organizational Objectives it recognizes the role of HRM in bringing about organizational
effectiveness. It makes sure that HRM is not a standalone department, but rather a means to
assist the organization with its primary objectives. The HR departmests éx serve the rest
of the organization.
3) Functional Objectives:i s t o mai ntain the departmentds ¢
the organizationods needs. Human resources E
demands. T h e aldeeghauld thoh doecont stoo expensive at the cost of the
organization it serves.
4) Personnel Objectivesit is to assist employees in achieving their personal goals, at least as
far as these goals enhance t he Persodal objecdvesal 6 s
of employees must be met if they are to be maintained, retained and motivated. Otherwise
employee performance and satisfaction may decline giving rise to employee turnover.
Functions of HRM

Human Resources management has an importEntaglay in equipping organizations to

meet the challenges of an expanding and increasingly competitive sector. Increase in staff
numbers, contractual diversification and changes in demographic profile which compel the HR
managers to reconfigure the raded significance of human resources management. The
functions are responsive to current staffing needs, but can be proactive in reshaping
organizational objectives. All the functions of HRM are correlated with the core objectives of
HRM (Table 1.1). Forxample personal objectives is sought to be realized through functions
like remuneration, assessment etc.

1.1.6Functions of HRM

v
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Strategic HR Management:

As a part of maintaining organizational competitiveness, strategic planning for HR
effectivenesgan be increased through the use of HR metrics and HR technology. Human resource
planning (HRP) function determine the number and type of employees needed to accomplish
organizational goals. HRP includes creating venture teams with a balancediskitcruiting the
right people, and voluntary team assignment. This function analyzes and determines personnel
needs in order to create effective innovation teams. The basic HRP strategy is staffing and
employee development.

Equal Employment Opportunity: Comgiance with equal employment opportunity (EEO) laws
and regulations affects all other HR activities.

Staffing: The aim of staffing is to provide a sufficient supply of qualified individuals to fill jobs in
an organization. Job analysis, recruitment aetkection are the main functions under staffing.
Workers job design and job analysis laid the foundation for staffing by identifying what diverse
people do in their jobs and how they are affected by them.

Job analysis is the process of describing theraabii a job and specifying the human
requirements such as knowledge, skills, and experience needed to perform the job. The end result
of job analysis is job description. Job description spells out work duties and activities of
employees. Through HR plangin managers anticipate the future supply of and demand for
employees and the nature of workforce issues, including the retention of employees. So HRP
precedes the actual selection of people for organization.

These factors are used when recruiting apptgdor job openings. The selection process
is concerned with choosing qualified individuals to fill those jobs.In the selection function, the
most qualified applicants are selected for hiring from among the applicants based on the extent to
which their aldities and skills are matching with the job.

Talent Management and DevelopmentBeginning with the orientation of new employees, talent
management and development includes different types of training. Orientation is the first step
towards helping a newngployee to adjust himself to the new job and the employer. It is a method

to acquaint new employees with particular aspects of their new job, including pay and benefit
programmes, working hours and company rules and expectations. Training and Development
programs provide useful means of assuring that the employees are capable of performing their jobs
at acceptable levels and also more than that. All the organizations provide training for new and in
experienced employee. In addition, organization often geowoth on the job and off the job
training programmes for those employees whose jobs are undergoing change.

Likewise, HR development and succession planning of employees and managers is
necessary to prepare for future challenges. Career planning héspéevas result of the desire of
many employees to grow in their jobs and to advance in their career. Career planning activities
i nclude assessing an i ndi vi dual empl oyeeds [
organization. Performance appraisal ut#s encouraging risk taking, demanding innovation,
generating or adopting new tasks, peer evaluation, frequent evaluations, and auditing innovation
processes.
SCE 12 DEPARTMENT OF MANAGEMENT SCIENCES
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This function monitors employee performance to ensure that it is at acceptable levels. This
strategy appraises individual and team performance so that there is a link between individual
innovativeness and company profitability. Which tasks should be appraised and who should assess
empl oyeesd performance are also taken into acc

Total Rewards: Compensation in the form of pay, incentives and benefits are the rewards given to
the employees for performing organizational work. Compensation management is the method for
determining how much employees should be paid for performing certain jobs.

Compermsation affects staffing in that people are generally attracted to organizations
offering a higher level of pay in exchange for the work performed. To be competitive, employers
develop and refine their basic compensation systems and may use variablegrasmngreuch as
incentive rewards, promotion from within the team, recognition rewards, balancing team and
individual rewards etc.

This function uses rewards to motivate pel
productivity, innovation and profitalty. Compensation is also related to employee development
in that it provides an important incentive in motivating employees to higher levels of job
performance to higher paying jobs in the organization.

Benefits are another form of compensation to em@sysher than direct pay for the work
perfor med. Benefits i nclude bot h l egal ly rec
discretion.Benefits are primarily related to the area of employee maintenance as they provide for
many basic employee needs.

Risk Management and Worker Protection: HRM addresses various workplace risks to
ensure protection of workers by meeting legal requirements and being more responsive to concerns
for workplace health and safety along with disaster and recovery planning.

Employee and Labor Relations:The relationship between managers and their employees must be
handled legally and effectively. Employer and employee rights must be addressed. It is important
to develop, communicate, and update HR policies and procedures so thgemsaand employees

alike know what is expected. In some organizations, union/management relations must be
addressed as well.

The term labour relation refers to the interaction with employees who are represented by a
trade union. Unions are organizatiof employees who join together to obtain more voice in
decisions affecting wages, benefits, working conditions and other aspects of employment. With
regard to labour relations the major function of HR personnel includes negotiating with the unions
regardirg wages, service conditions and resolving disputes and grievances.

1.2 Bvolution of HRM

The evolution of HRM canbe traced back to Kautil ya Artha Shastrawherehe ecommends that
government mud take active interest in public and private enterprise. He says that government
mug provide aproper procedure forregulating employee ad employee réation

In the medieval timesthere wereexamplesof kings like Allaudin Khilji who regulated
the market and chargedfixed pricesand provided fixed salariesto their people. This was done to
fight inflation and provide a acent standard of living
During the pre independence period of 1920 the trade union emerged. Many
authorswho have given the historyof HRM saythat HRM started because of trade union
SCE 13 DEPARTMENT OF MANAGEMENT SCIENCES
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and the FirstWorld War.

The Royal commisson in 1931 recommended the appointment of alabour welfareofficer
to look into the grievances of workers. The fadory actof 1942 made it compulsory to appoint a
labour welfareofficerif the fadory had500 or more than 500 workers.

The international institute of personnel management and national institute of labour
management wereset up to look into problems faced by workersto provide sdutions to them.
The Second World War created wareness regarding workers rights and 19406 to 19606 saw
the introduction of new tednology to help workers.

The 19606 extended the scope of humanresource keyond welfare. Now it was a
combination of welfare,industria relation, administration together it wascalled peronnel
management.With the second 5 yearplan, heavy industriesstatted and professonal
management became important. In the 70Gs the focus was on efficiency of labour wilein the
806s thefocus was on new technology, making it necessaryfor new rulesand regulations. In the
9036s the emphasis wason human values and devel opment of people and with liberalization and
changing type ofworking people became more and more important thereby leading to HRM
which is an advancement of personnel management.

1.3Importance of the human factor

A Proper utilization of other resouces

T Help trandorm lifelessfactors of production into useful products
A Capable of enlargement

T produce extraordinary things when inspred

T Can help organisation achieve results quekly, efficiently & effectively.

T

Theseaet of thelr success isfiTheway they treat their employeeso- Sony

A Nestle CEO fiEvary single person in the organization shouldask himsaif or herself i is
there anything | can doto add a littlemorevalueto ourorganizatior

A AHowimportant arepeople treated in theOrganization 0

A Organization i amuires the sewvices from the Employees, Develop their Skills and
motivate them to achieve the organization objedives.

A HR - Productivity , Quality Work Life & Profit.

A fTheEnterpriseis Peopled, fi0rganization eel peopleand Reopleneal Organization 0

IMPORTANCE OF HUMAN RESOURCE MANAGEMENT

Theimportance of human factor can bediscussed as follows:
a) Social Significance

Proper management of personrel, enhances their dignify by satisfying their sacial neeals.
Thisit does by i) maintaining a balance between the jobs avail able and the jobseekers, according

to the qualifications and nedls; ii) providing sutable and most productive employment, which
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might bring them psychologicd satisfaction; iii) making maximum utilization of the resouce in
an effective manner and paying the employee a reasoreble compensation in propation to the
contribution made by him; iv) eliminating waste or improper use of human resouce, through
congrvation of their normal energy and hedth; and v) by helping people make their own
dedsions, tlat arein their interests.

b) Professianal Significance

By providing a hedthy working environment it promotes teanwork in the employees.
This it does by i) maintaining the dignity of the employee as a human-beingg ii) providing
maximum oppatunities for persoral development; iii) providing healthy relationship between
different work groups so that work is effedively performed; iv) improving the employees 6
working skill and cgpadty; v) correding the errors of wrong postngs and proper redlocation
work.
c¢) Significance for Individual Enterprise:

It can help the organisation in acaomplishing itsgoals by: i) creding right attitude among
the employees through effedive motivation; ii) utilizing effectively the available human
resouces; and iii) seauring willing co-operation of the employees for achieving goals of the
enterprise and fulfilling their own sccia and other psychological needs of reagnition, love,

affection, belongingness,esteem and <l f-actualisation.

Dynamic and growth-oriented organisations do require effedive management of people
in afast-changing environment. Organisationsflourish orly through theefforts and competencies
of their human resaurces. Employee capabiliti es must continuousy be acquired, sharmpened and

used. Any organisation will have proper human resouce management i) to improve the

cgpabiliti es of an individual; ii) to develop team spirit of an individua and the depatment; and

iii) to ob&in necessary cooperdion from theemployees to pomoteorganisational effediveness.

It is the hunan resouce, which is of paramount importance in the siccess of any
organisation, because nost of the problemsin organisational settings are human and sccia rather
than physicd, technical or ecmnomk. Falure to reorganize this fad causes immenseloss tothe
nation, enterprise and the individua. In the words of Oliver Sheldon, fiNo industy can be
rendered efficient solong as the basic fact remain unrecognized that it is principaly human. It is
not a mass of machines and technical processes, but a body of men. It is not a complex matter,
but a complex of humanity. It fulfills its function not by virtue of someimpersorel force, buta
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human energy. Its body is not an intricate maze of medhanicd devices but a magnified nervous
systemo .

@People a work @omprise a &rge numigr of individuals of different sex, age, sccio-
religious group and different educaional or literacy standards. These individuals in the work
place exhibit not only smilar behaviour pattems and characteristics to a certain degree but they
also show dissimihiity. Each individual who works has his own set of needs, drives, goals and
experiences. Eadh has his own physical and psychologicd traits. Each human being isnotonly a
product of his biological inhenitance but also a result of interadions with his environment.
Family reationships, reigious influences, rada or caste badkgrounds, educational
acomplishrrent, the applicaion of technolagical innovations, and many other environmental -

experimental influences affect theindividual as he works.

People come towork with ceitain spedfic motives to ean monrey, to get employment, to
have better progped in future, to be treded as a human being while at the place of work. They
sell their labour for reasonable wage / salary and other benefits. It is these people who provide
the knowkdge and much of the energy through which organisational objedives are
acomplished.

The management must, therefore, be aware not only of the organisational but aso employee
needs. Noneof thesecan be ignored
1.4CHALLENGES IN HRM:

The HR Managersof today may find it difficult because of the rapidly changing business environment and
therefore they should updatetheir knowledge and skillsby looking at the organizaion® need and oljectives.

1. Managng theVision: Visonof theorgarnzaion providesthe diredionto businessstrategy and
hdpsmaregers to evaluate management pradices and make decisions. So vison maregemernt
becomestheintegra part of the process of Man manaement intimesto come.

2. Internal Environment: Creating an environment whichisresponsveto externa changes, providing
satisfadionto theemployees and sustaining through cuture and sysemsisachdl enging task.

3. Changing Industrial Relations. Both theworkers and managers haveto be maraged by the
same HRM Philosophy and thisisgoing to be adifficult task for the managers of tomorrow.

4. Building Organizational Capability: Even inthe adverse circumstances the employees have to
be madeto livein psychologicd state of readnessto continually change.

5. Job Design and Organization Structure: Instead of depeanding onforeign concefgswe need to
focusonunderstandng the job, technologyand the peopleinvolved in carrying out thetasks.
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6. Managng the L arge Work Force: Management of large workforce posesthe biggest problem
astheworkersare consciousoftheir rights.

8. Employee Satisfaction: Managers should be aware of techniques to motivate thar employees
S0 that thar higher level needs can be stisfied.

9. M odern Tedhnology: Therewill be unemployment due to modern technology and this could be
corrected by assessng manpower needs and finding alternate employmert.

10. Computerized Information System: Thisisrevolutionary in manageia dedgsonmaking and is
having impact oncoordinaioninthe organizaion.

11. Managing Human Resource Relations: Astheworkforce comprises of both educated and
unedu@ted managng therelationswill be of greachdlenge One of the challenges HR manage's
faceisisaues of up gradation of theskill set through training and development in theface of high
attrition. Indian companies are reagnizing their responsibili ties to enhance the employe&®
opportunity to deveop skillsard abilities for full performance within the positionand for career
advancement.

What is affirmative action?

It is a program or policy of acompany that aims to eliminate discrimination by providing
equal oppatunities and improving his /her profession. (education)

Affirmative adion refers to policies that take factors including "race, color, religion, sex,
or national origin" into consicerdion in order to benefit an underrepresented group, usualy as a
means tocountr the effects ofahistary of discrimination.
Examples of affirmative action

Recuit adiverse manpower

Generate amiable work environment

Training and counlling

Disciplinary adion against dicrimination of any kind

Purpose
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to compensate for past discrimination

to address existing
discrimination

promote
Equal opportunity

to ensure minority groups within
society are included in all programs

What is Inclusive growth?
Inclusive growth approach takes a longer term perspedive as the focus is on productive
employment
Examples
More Productive jobs will becreated
Economicoppatunity expanded for all
i Dired incomeredistribution
T Increasingincomes for excluded groups
1.5INCLUSIVE GROWTH AND AFFIRMATIVE ACTION OF HR IN AN
ORGANI SATION

A Affirmative adion shoud provide consisent, fair and ethical leadership to mee present
and future HR chall enges.

NEW TRENDS IN HUMAN RESOURCE MANAGEMENT

Attitude Surveys
Better Communcaion Channels
Changein theWork-Life
Job Redesign
Job Enkrgement
New approadies tocompensation and rewards
Caree Planning
Performance Appraisal
Decentralisation
Breaking down thehierarchicd structure
Faadlit ating Empowerment
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Initiating and fadlit ating process ofchange

Enlarging the knowledge base

Developing tean sprit

Fadlit ating the employees desires of self-adualisation.

1.6 Role of HRM

The role of HRM is to plan, develop and administer policies and programs designed to make
optimum use of an organizations human resources. It is that part of management which is
concerned with the people at work and with their relationship within entesptis objectives are:

(a) Effective utilization of human resources,

(b) Desirable working relationships among all members of the organizations, and

(c) Maximum individual development.

Human resources function as primarily administrative and professidéiR staff focused on
administering benefits and other payrol]l and
as playing a part in the firmbés overall strate
HR professionals have an all encompassing role. They are required to have a thorough knowledge
of the organization and its intricacies and complexities.

The ultimate goal of every HR person should be to develop a linkage between the employee and
organiza i on because employeebds commitment to the
The first and foremost role of HR personnel is to impart continuous education to the employees
about the changes and challenges facing the country in general and their organizatiocularparti
The employees should know about the balance sheet of the company, sales progress, and
diversification of plans, share price movements, turnover and other details about the company. The
HR professionals should impart such knowledge to all employeesgh small booklets, video
films and lectures.
The primary responsibilities of Human Resource managers are:

To develop a thorough knowledge of corporate culture, plans and policies.

To act as an internal change agent and consultant

To initiatechange and act as an expert and facilitator

To actively involve in company6s strategy for

To keep communication line open between the HRD function and individuals and groups both
within and outside the organization

To identify and evolve RD strategies in consonance with overall business strategy.

To facilitate the development of various organizational teams and their working relationship
with other teams and individuals.

To try and relate people and work so that the organization olgeetre achieved efficiently and
effectively.

To diagnose problems and determine appropriate solution particularly in the human resource
areas.

To provide ceordination and support services for the delivery of HRD programmes and services

To evaluatdhe impact of an HRD intervention or to conduct research so as to identify, develop
or test how HRD In general has improved individual and organizational performance.
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According to Dave Ulrich HR playodés four

key

1. Strategic Partner RoleTurning stategy into results by building organizations that create value;

2. Change Agent Rolemaking change happen, and in particular, help it happen fast
3. Employees Champion Rol@ managing the talent or the intellectual capital within a firm
4. Administrative Roled Trying to get things to happen better, faster and cheaper.

r

The role HR in organizations has undergone an extensive change and many organizations have
gradually oriented themselves from the traditional personnel management to a human resources

managemerapproach.

The basic approach of HRM is to perceive the organization as a whole. Its emphasis is not
only on production and productivity but also on the quality of life. It seeks to achieve the

paramount development of human resources and the ypossible socieeconomic development.

Current Classification of HR roles

According to R.L Mathis and J. H. Jackson (2010) several roles can be fulfilled by HR
management. The nature and extent of these roles depend on both what upper management wants
HR maragement to do and what competencies the HR staff have demonstrated. Three roles are

typically identified for HR.

Administrative Operational Actions Strategic HR
Personnel practices B Managing employee L » | Organizational/busines
Legal compliance forms Relationship issues S
and paperwork Employee advocate Strategies HR strategic

or planning Evaluation

1. AdministrativeRoleof HR

The adminigrative role of HR management has been heavily oriented to administration and recordkesping
including essential legal paperwork and policy implementation. Mgjor changes have happened in the
administrativerole of HR during therecent yeas. Two magjor shiftsdriving thetrarsformation of the

adninigtrative roleare: Greder use of technology and Outsourcing.

Technology has been widdy used to improve the adminigtrative efficiency of HR and the responsiveness
of HR to employees and manage's, more HR functions are beaming available electronicdly or are being
done onthe Internet using Web-based technology. Technology is being used in most HR adivities, from
employment apgi cations and employee benefitsenrollmentsto e-learning using Internet-based resources.

Increasingly, many HR administrative functions are being outsourced to vendars. This outsourcing of HR
administrative activities has grown dramatically in HR areas such as employee assistanc (counseling),
retiremert planning, benefits administration, payroll services, and outplacament services.

2. Operational and Employee Advocate Rolefor HR

HR managers manage most HR adivitiesin linewith the strateges and opeations that have been idertified
by managment and serves asemployee i ltampionofor employeeissues and concerns.

HR often has been viewed asthe fiemployee advocaeoin organizaions. They act asthe voice for employee

SCE 20 DEPARTMENT OF MANAGEMENT SCIENCES

C



BA7204
HUMAN RESOURCE MANAGEMENT

concens, and spend consderable time on HR ficriss managament,0 deding with employee problems that
are both work-related and not work-related. Employee advocacgy helpsto ensure fair and equitable
treament for employees regardless of persona background or circumstances.

Sometimesthe HR& advocaterole may create conflict with operating managers. However, without the
HR advocaerole, employers could face even more lawsuits and regulatory complaints than they do now.

The operational role requires HR professionals to cooperate with various departmental and operating
managers and supervisors in order to identify and implement needed programs and policies in the
organizaion. Operationd adivitiesaretadicd in nature. Compliance with equal employment opportunity
and other lawsis ensured, employmert appli cations are processed, current openings arefilled through
interviews, supervisors aretrained, safety problems are resolved, and wage and benefit questions are
arswered. For carrying outthese activities HR managr matches HR activities with the strateges of the
organization.

3. Strategic Rolefor HR

The administrative role traditionally has been the dominart rolefor HR. However, as Figure 1.4 indicaes
that abroader transformation in HR isneeded so tha significartly lessHR time and fewer HR saffsare
used just for clerical work.

Differences between the operationd and strategic rolesexist in anumber of HR areas. The strategicHR
rolemeansthat HR professonals are proadive in addressng businessredities and focusing on future
business needs, such as strategc planning, compensation srategies, the peformance of HR, and meaauring
itsresults. However, in some organizations, HR often does not play akey rolein formulating the strategies
fortheorganzationasawhole; instea it merely carriesthem out through HR adivities.

Many executives, managrs, and HR professionds areincreasingly seeing the need for HR management
to become a greaer strategic contributor to the fi bsinesd success of organizations. HR should be
responsible for knowing what the true cost of human capital isfor an employer. For exanple, it may cost
two timeskey employeesbannua salariesto redacethemif they leave. Turnover can be controlled though
HR activities, and if it issuccesgul in saving the company money with good retention and talent management
drategies, those may beimportant contributionsto the bottomline of organizationa performance

Therole of HR as astrategic business partner is often described asfi &ving ased at the table,06 and
contributing to the strategic diredions and success of the organization. That meansHR isinvolved in
devising strategy in addition to impementing strategy. Part of HR& contribution isto have financial
expeatise and to produce financia results, not just to boost employee morale or adminigtrative efficiencies.
Therefore, agignificant concern for chief financid officers (CFOs) iswhether HR execuives are equipped
to help themto plan and meet financial recuirements.

However, even thoughthis strategic role of HR isrecognized, many organizaions still need to make
sgnificant progress toward fulfilling it. Some examples of areas where strategic contributions can be mace
byHRae

Evduating mergers and acquisitions for orgarizational fi @mpatibility,0 structura changs, and

gaffing needs

Conduding workforce planning to anticipate the retirement of employees a al levels and identify
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workforce expansgoninorganizationa strategc plans
Leading stesdedioneffortsfor new faglities or trandferring operationsto internationd outsourcing
locations based on workforce needs

Ingtituting HR managemert systemsto redwce administrative time, equpment, and staff by using
HR techrology

Working with exeaitivesto developarevised sales
compensation and incentivesplan as new products

It isthe erawhen for the competitive triumph of the organization thereisaneed to involve HRM sgnificantly
inanintegrated manner, which demands such capalii tiesfromthe HR speddlists.

Theroleof HR shifted fromafacilitator to afundiona peer with competenciesin other functions, and is
acknowledged asan equal partner by others. The HR ismotivated to contribute to organizetional objectives
of profitability and customer satisfaction, and is seen as avehicle for redization of quality devdopmernt.
The depatment has arespongbility for monitoring employee satisfaction, sinceit is seen as substitute to
cusomer satisfadion.

According to McKinsey® 7-S framework model HR playsthe role of acatalyst for the organization.
According to thisframework, effedive organizational changeis acomplex relationship beween seven
S&. HRM isatotal matching process between the three Hard S& (Strategy, Structure and Systems) ard
thefour Soft S& (Style, Staff, Skillsand Super-ordinate Goals). Clearly, all the S& haveto compement
ead other and haveto be aligned towards asingle corporate visonfor the organizaion to be effective. It
hasto beredized that most of the S& are determined directly or indiredly by the way Human Resources
are managed, and therefore, HRM must bea part of thetotal business strategy.
1.7HUMAN RESOURCE POLICIES
A Predetermined established guideline towards the attainted of accepted goals
and obpdives.

A Guiddlines fadlit ate properly designed eff orts toaccomplish thestrategic intent.

fA policy is a man-made rule of pre-determined course ofadion that is established to
guide the performance of work toward the organisation objedives. It is a type of standing plan

that serves toguide subadinates in theexeaution oftheir task<o.

Objectives Programmes Procedure
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Spedfic goals, ams ,
Quantitative tertms whih the
Individual or group ®e&ksto
acomplish(Policy is the
guideto accomplish)

It is developed on polcesT
simpy thededasionsi leads to
spedfic action including

pradices and procedures.

Procedure defines themanner
or way of acomplishing- It is

process ormethod.

Policy Diff erentiated from Objectives ,Programmes and Procedure

Flippo definition of policy

fis the man maderule of pre determined course of action that is established to guide

the prformance of work toward the organization obgdives. Yoder

fA policy is a pre determined, =leded course established as a guidéowards accepted goals and

objedives. They establishthe framework of guiding principles that facili tate celegationto lower

levds and grmit individual managrs to €led appropriatetactics or programmas. 0

fiPersonrel Polices are those thaindividual have developed to keep them on track towardstheir

personrel objedives. 0

Persannel Polices refer to principles and rules to conduwct which fiFormulate, redefine, break

into details and dedde anumler of actions 0 that govern the relationshipwith employees in the

attainment of organizatnal obedives.

Persanndl Polices ae

A Key stonein thearch of the management

A Lifebloodfor the successful functioning of the personrel management.

A Statement of intentions

A Positive dedaraion and command toan organization.

Neal for aHR Policy

A Avoid unintended obligations

A Legal requirements
SCE
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Employment at will, contracual status
Defense of clams

Helps avoid union @ganizing

o o Do Do

Risk management

A Time saver

Features ofa saind HR Policy

A Definite, positive, clear and easy to uncerstand

A written

A Reasoreble stable

A Supplementary to al other policies ofthe orgn and thepublic policy.

Reaognition and individual relationship ketween themgmt and theemployees
Based on tefacts

Providetwo way communication

Suppated by themgmt, employees and theunion

Progressive

Measuable

o Do o Do Do Do

Uniform for the entire organization
A Pradicdly applicable
Aims and objective of Personnel polices
A Enabletheorgn tocary out themain objedives
Awareness ofitems in mlicies and to ®aure the co operaion

Senseof unity with theenterprise

o Do o

Provide competent , adequate and trained personrel for all levels and types of
management

To proted thecommoninterest ofall parties

Reaognize therole trade unions in theorganization.

Efficient consulétive service

Management leadership

Delegating the human relations

Co operdive understanding

o To Do Do Do Do Do

Seaurity of employment
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A Oppatunity for growth

A Payment of fair and adequate wages

A Torewmgnize thework and acomplishrrents

A To create the sense of responsibilty.
Principles of HR policy

A Right man in theright place

A Train everyonefor thejob to bedone

A Maketheorgn acoordinated team
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A SStheright toolsand right conditions ofwork
A Give seaurity with oppatunity , incentive , recognition
A Lookahea, plan heal for more and better things.

Types of HR Policies
A Functional vs centralized policy
T Functiona i Different categories of personrel
T Centralizedi Commonthroughout theorgn
A Minor vs Major
T Minor T Relationship in a segment of an organization , with consderable
emphesis on @tails and procedures.
T Maor i Overdl objectives, procedures and control which affect an organization
as whok.
Spedfic Policies
A Hiringi fadors likereservation , maria status,
A Tems and conditionsi compensation policy , hous of work, overtime , promotion,
trander, etc
Medicd assistnce - sickness lenefits
Housirg, transport, and other allowances.
Training and development
Industial relations

o Io Io o

Coverageof HR Policies
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Travel Pay

Work Reaords
Tempaary & Casual
Appointments
Workweek & Pay Periods
Compensation

Employee Discipline

Pay bands

27
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1 Pay Advances

1 Sick Leave

1 Voting

1 Workers Compensation
{1 Labor Relations

1 Probation

1 Grievance Procedure

1 Ethicd Conduct

M1 Sick
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Leaves of Absence Without Pay
Persordl Leave

Why to adopt Policies

Following are the benefits of adoptingthe policies by the organization

HUMAN RESOURCE MANAGEMENT

A Sdary Administration A Orientation

A Relocation Pay A Vacacies

A Payroll Deductions A Employment Offers

A Rates of Pay for New Employees A Referaces

A Teminating Employees A Interviewing

A Layoff A Candidate Testing

A Performance A Tranders

A Caree Development A Consulentsand Contradors
A Workshopsand Seminars A Recwitment Advettising
A Family Hedth Leave A ContinuousService

A Holidays A Retirement Plan

A Vacdion A Acddenta Insurance
A

A

T Complete thought of the basic neads ofboth aganization and employees

i Estblished policies ensue consisent treament of all persomel
treament throughout theorganization

T Policy promotes shbility T continuity of action

T It serveasastandard of performance

T Helps to buildemployee motivation and loyalty

T Helps toresolveinterpersordl or intrapersanal and intergroup confli cts.
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Formulating Policies
A Five principle souce for determining the content and meaning of policies
I Past pradice
T Prevalling pradicein therival companies

T Attitudes and philosoples ofthefourders (Top level M anagement

T Attitudes and philosoples of middlelevel management.
T Knowledge and expelience from handling persannel problems

Steps indesign the Policy
1. Initiate apolicy
Urcovering thefacts by personrel department
Recommending apolicy to top management
Put thepolicy in writing
Explaining and diccussingthe proposed policy with members
Adoptingand launching it
Communcating it to employees toall | evels
Adminisering it

© © N o o &~ 0N

Initiating afollow up
10. Evdluating it
11. Restating or Reformulating the policy
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re— Nature of HRM fr—

HRP

Job analysis

Recruitment

Selection

Placement

T&D

HUMAN RESOURCE MANAGEMENT

HRM Model

Compe
tent &

Motivation

Environment

Participate management

Communication

Safety and Health

Welfare

|
|
|
|
|
|
Remuneration J
|
|
|
|
|
|

Industrial Relation

Future of HRM

Elements of HR Policy

willing
Workfo
rce

Orgl
Goals

History of Companyé Growth

Employment practice and condition of employment

Grievance of redressalprocedure

Safety rules and regulation

Mutuality of interest and need for co operation

Employee financial aids

Educational Opport unities

Employees news dhed and housejournal

Company policy
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Collective bargaining

Procedures of disseminating information on company policies

Maintenance of discipline & Public Relations

Employees news died and housejournal

1.8 Human source Information System (HRIS)
Acquisition , storage and retrieval of information is a significant challenge to the

management

A Human Resaurce Information System is a systematic way of staing data and
information for each individual employee to aid planning , dedsion making and

submitting of returns and reports to he external agencies.

1.8.1Purposeof HRIS
A Storing information and data for ead individual employee for future references
A Providing basis for planning, Organizing , Decision Making, Controlling and other
Human resouces function.
A Meding daily transadional requirements- marking present / absent , and granting leave.
A Suppy data and submittingeturns togovemment and otler statutory agencies
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1.8.2Applications of HRIS

A Personrel Administration
Salary Administration
Leave / absence recording
Skill Inventory
Medicd History
Acddent Monitaring
Performance Appraisal
Training and Development
HRP
Recmitment

Caree Planning

o Do Po Po Do Do Do Do Do Do Do

Colledive Bargaining

1.8.3 Gapabilities of HRIS

A" Input Function

HUMAN RESOURCE MANAGEMENT

) Database
Input activities
Entry
Edit
Validation

Message Table Error notification Edit / Validation

Edit / Validation
Tables values.

»  Direct User access «
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A Data Maintenance Function

Transaction

From Input  —

Function

A Output function

Data Maintenance
Activities
+Update
*Create
*Derive

—+—| Datahase

HUMAN RESOURCE MANAGEMENT

|, Tooutput function

Disk

Output

Reports

[Turn Around

Reports

Request
Procedures

Output activities
«Select
*Process
‘Report

Qutput
Dissemination

Procedures

Ad hoc Reporting

Report Library

Data
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1.8.4Steps in Implementing HRIS

A Inception of Data
A Originator of the idea shouldprepare a report showingthe need for an HRIS and
benefits of this system towards thedevelopment of the organisation.

A Feaibility Study
A It evaluates thePresent system , cetails and benefits of HRIS..
A 1t calculates thecostand benefits of HRIS

A Seleding aprojed team
A Oncethefeasibility study has been accepted theresources are dlocaed
A Projet tean is ©eded
A HR respresntative, Representatives from both management , information systems

& additional clericd people from HRdepartment.

A Defining the requirements

A Statement of requirements spdfies in detail exadly what HRIS will do.

A It is thw written descriptions of how users colled and prepare data,obtain
approvals , complete forms, retrive data and performa otker nontechnical tasks
assaiated with HRIS use.

A Vendoranalysis

A This step detemrmines what sdftware and hardware are avail able that will best meet
the organisation needsfor thelowest price

A Theresult of this analysis will determine whether to purchase an foff the shelfo
padkageor develop thesystem intemally

A Contraa Negotiations

A Vendorhas to seleded and the contrad mustbe negotiated. Thecontrad stipulates
the venda <0 responsbilities with regard to sdtware instlation, sewice
manintenance, training and Dacumentation.

A Traning
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A Members of the projed team are trained to useHRIS.HR representative will train
managers from other department in how to submitinformation to HRIS and how
to request information from it.

Arailoring the system

A This step involves making changes to the system to best fit the needs of
organisation.

A A generd rule of thumb is to modiy the vendor padkage , becuse of
modificaionsfrequently causeproblems

A Colleding data
A Datamust becolleded and staed in thesystem
A Testingsystem

A Once the system is tailored to the organisationa needs and data is entered , a
period of testingfollows

A Thepurposeof this testing is to \erify the output

A All reports are analysed for acarracy.

A Starting up

A Start up begins when dl current adions are put into the system and reports are

produced
A Runningin pardle

A It is desirable to run the system in pardlel with the old system for a period of
time.

A This dlows for comperision of outputs both the system and examination for
inacarades

A Maintenance

A It normally takes several weeks and monthsfor the employees to feel comfortable
with the system. During the stabilisation period any remaining erors and
adjustents should béandled.

A Evaluation
A HRIS has been in plae for areasoreble length of time
A Thesystem has to beevaluted
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A To ched theefficiency whether the system is benefitica and properly used by the

organisation

Benefits
A

To o o o Po Do Do o Do

Higher sped of retrieval of information
Reduction in duplicaion

Easein classfying and reclassfying
Effective dedsion neking

Higher accuracy of information
Fastresporse of quires

Improve quality of people

Better work culture

Systematic procedures

Transparency

Limitations

A
A
A

T

Expensivei financei manpower requirements

Large scale compugr literacy i inconvenient and threaening

Personrel designing do not have the thorough information of the users- user do not get
theexad reports.

Quality of responsealepends on thecairacy of theinputi human intervention .

Multi user environment 1 system is operaed in batch modei records are updeted once a
week T online fadlity has to be developed T report generated shouldnot be out of phase

with therediti es.

1.9 Human Resaurce Accounting & Audit T
Definition

AAcoounting for people as an organizational resource It involves measuing the costs

incurred by busiress firms and other organizations to reauit, seled, hire, train and develop

human assets. It involves measuring the emnomicvalue of people to theorganizat i on . 0

Basiclnformation of HR

SCE

A

A
A
A
A

Number of Employees
Categories

Grades

Total Value of human resources

Value per employee
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HR Acquisition
ANumber of employees acquired duing the year

Cost of Acquisition
Levels for which they were acquired

HR Development

All information pertaining to HRD activiti es ofthe organization
HR maintenance

Costrelated to HRmaintenance.

HR Separaion

Costrelated to HR Separation, attribution rate.

A Details of benefits provided to theemployees

A
A
A
A
A
A
A
A

Various Methods:

Non- Monetary Measuement
Monetary M easurement

on- Monetary Measurement
A Capitalization of Historical Cost
A Replacement Cost Method
A Oppatunity Cost nethod
A EconomicValue Method
A Present Value Method

HR Accounting
A Developing skill inventory
A Performance Appraisal
A Assessingtheindividual capacity for development
A Attitude suvey
A

Subjedive Appraisal
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CHAPTER I
THE CONCEPT OF BEST FIT EMPLOYEE
2.1 Concept of Human resource planning:

Human resource plaming isimportart for helping both organzations and employeesto prepare for the
future. The basic god of human resource planning isto predict the future and based onthese predctions,
implement programmesto avoid anticipated problems. Very briefly humans resource planning isthe process
of examining an organizationd or individual@ future human resource needsfor instarce, wha types of
skill swill be neaded for jobs of the future compared to future human resource capabilities (such asthe
types of skilled employees you aready have) and developing human resource policiesand practicesto
addesspotentia problemsfor example, implementing training programmesto avoid skill deficiencies.

2.1.1Definition of HRP:

Accardingto Vetter, iHRPisthe process by which managament determines how the organization should
move fromits current man powe positionto desired manpower position. Through planning, management
grivesto have theright time, doing things which result in both the organizaion and individua recaving
maximumIong run benefitso.

Accordingto Gordon Mc Beath, fi IRPisconcerned with two things. Planning of manpower requirements
and Planning of Manpower supdieso.

According to Beach, iHRPisaprocess of determining and assiming tha the organization will have an
adequee number of qudified persons, available at proper times, performing jobs which mee the needs of
theenterprise and which provides satisfadion for theindividudsinvolvedd

HRPisa Four-Phased Process
Thefirst phase involvesthe gathering and analysis of data throughmanpower inventories and
forecats,
The second phase consists of estaldi shing manpower objedives and policies and gaining top
management approval of these.
The third phase involves designing and implementing plans and promotions to enable the
orgarizationto adhieveitsmanpower objedives.
Thefourth phaseisconcerned with control and evaluation of manpower plansto fadlitate progress
in order to bendit both the organzation and the individual. The long run view meansthat gains
may be saaificed in the short run for the future grounds. The planning process enables the
organization to identify what its manpower needsisand what potentia manpower problemsrequired
current action. Thisleadsto moreeffedive and efficiert peformance

2.1.2Nature of Human r esour ce planning:

It isthe process of anayzing and identifying the availability and the need for human resources so
that the organzation can meet its objedives. Thefocusof HR planning isto ersurethat the organization
has the right number of human resources, with the right capadili ties, at the right times, and in the right
places. In HR planning, an organization must consider the availability and alocaion of people to jobs

over long periodsof time, not just for thenext month or the next yearl.

HRPisasub syseminthetota organizationa planning. Actions may include shifting employeesto other
jobsinthe organization, laying off employees or otherwise cutting badk the number of employees, developing
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present employees, and/or increasing the number of employeesin certain areas. Fadors to consider
include the current employeesbknowledge skills, and abilities and the expected vacacies resulting from
retirements, promotions, transfers, and discharges. To do this, HR planning requires efforts by HR
professonals working with executives and manages.

2.1.30bjectives of Human Resource Planning:

1.

To ensureoptimum utili zetion of human resources currently available inthe organization.
To assessor forecast the future skill requirement of the Organization.
To provide control measuresto ensure that necessary resourcesare avail able asand whenreqpired.

A series of spedfied reasons are there that attaches importance to manpower planning and
foreasting exercises. They are elaborated below:

Tolink manpower planning withtheorganizaional planning
To determinerecruitment levels.

To anticipate redundancies.

To determineoptimumtraining levels.

To provideabasisfor management development programs.
To cost the manpower.

To assst productivity bargaining.

To assssfutureacommodaionrequrement.

To study the cost of overheads and value of servicefunctions.

To decide whether certain activity nealsto be subaontracted, etc.

HRP isthe subsystem in thetotd orgarnizationd planning. Organizationd planning includes manageria
activitiesthat set the company objective for the future and determinesthe appropriate meansfor achieving
thoseobjedives. Theimportance of HR iselaborated onthebasis of thekey rolestha it isplaying inthe
organization.

1.

2.
SCE

Future Personnd Needs. Human resource planning issignificart becaise it helpsto determine
the future personnel needs of the organization. If an organizaion isfacing the problem of either
surplusor deficiency in staff strength, then it isthe result of the absence of effeding HR plaming.
All public sector enterprisesfind themselves overstaffed now asthey never had any planning for
personndl requirement and went of reauitment spreetill late 1980%. The problem of excess staff
has become such aprominent problemthet many private sedor unitsareresortingto VRS dvoluntary
retirement schamed The excess of labor problem would hawe been thereif the organization had
good HRP system. Effedive HRP system wil | dso enable the organization to have good succession
planning.

Part of Strategic Planning: HRPhasbecomeanintega part of strategic planning of strategic
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plaming. HRP providesinputsin strategy formulation processin terms of dedding whether the
organizaion has got theright kind of human resourcesto carry out the given strategy. HRPisaso
necessary during theimplementation stage in the form of deciding to make resource allocation
decisonsrelated to organization structure, process and human resources. |n some organizations
HRP play as significant role as strategic planning and HR isaues are percaved asinherent in
business management.

Creating Highly Talented Personnel: Even though India has a grea pool of educaed
unamployed, it isthe discretion of HR manager that will enable the company to recruit theright
personwith right skill sto the orgarization. Even the existing staff hope the job so frequently thet
organizaion face frequent shortage of manpower. Manpower planning in the form of skill
development isrequired to help the organizationin dealing with this problem of skill ed manpower
shortage

International Strategies: Aninternational expansion strategy of an organizaionis facili tated to
agrea extent by HR planning. The HR departmentés ability to fill key jobswith foreign nationds
and reassgnmert of employees fromwithin or aaoss national bordersisamaor chdlengetha is
being facel by international business With the growing trend towards globa operation, the need
for HRPwill aswell will bethe need to integrate HRP more closaly with the organizaions srategic
plans. Without effedive HRP and subsequent attention to employee reauitment, seledion,
placement, development, and carea planning, the growing competition for foreign exeautives
may lead to expensive and Strategicaly descriptive turnover among key decison make's.

Foundation for Personne Functions. HRP provides essential informationfor designing ard
implementing personnel functions, such as reauitment, seledion, training and development,
personndl movement liketransfers, promotions and layoffs.

Increasang Investmentsin Human Resour ces. Organizaions are making increasing invesments
in human resource development compelling the increased need for HRP. Organizations areredizing
that human assets can increasein vadue more than the physical assts. An employeewho gradudly
developshig/ her skillsand alilities become a valualde asset for the organzation. Organzations
can make investmentsin its personnel either throughdired training or job assignmert and the
rupee valueof such atrained, flexible, motivated productive workforce isdifficult to determine
Top officials have started adknowledging that quality of work force is responsble for both short
term and long term performance of the organization.

7. Resistance to Change: Employees are always reluctart wheneve they hear about
change ard even about job rotation. Organizations cannot shift one employee from one
department to another without any spedfic planning. Even for carrying out job rotation (shifting
one employee fromone department to another) there is aneeal to plan well ahead and match
the skill s required and exigting skill sof the employees.

8. Uniting theViewpoint of L ineand Staff Manage's. HRP helpsto unitethe viewpoints
of line and staff managers. Though HRP is initiated ard executed by the corporate steff, it
requires the input and cooperation of all managers within an organization. Each department
manager knows about the issies facal by his depatment more than anyone ese. So
communicéaion between HR gaff ard line managrsis essntia for the success of HR Plaming
and developmert.

9.Successon Planning: Human Resource Planning prepares peoplefor futurechallerges. The
Gtarsbare picked up,trained, assessed and assisted continuousy so that when thetime comes
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such trained employees can quickly take theresponsbilities and position of thar bossor seniors as
and when situationarrives.

100ther Benefits (a8) HRP hedps in judging the effectiveness of manpower policies and
programmes of management. (b) It develops awareness on effedive utili zation of human
resources for the overall development of organization. (c) It fadlitates seledion ard training
of employeeswith adequate knowledge, experiene and aptitudes so asto carry on ard achieve
the organizationd objectives (d) HRP encourages the compary to review and modify its
human resource policies and pradices and to examine the way of utili zing the human resources
for better utili zation.

2.1.4 HRP Process:

HRP effedively involves forecating personnd needs, assessng personnd supdy and matching
demand T supply factors through personnel related programmes. The HR plaming process is
influencel by overall organizational objedivesand environmert of business

Organisational
Objectives and Policies
lHR Needs Forecastl [HR Supply Forecast
ol |
v v
[ HR Programmingi]
v
HRP
Implementation
Control and
Evaluation of Programme
I | ]
Surplus Shortage
Restricted Hiring Recruitment
Reduced Hours and Selection
VRS, Lay Off, etc.

TheHRP Process
Environmental Scanning:

It refersto the sysematic monitoring of the external forces influencing the organization. The following
forcesareessertid for pertinert HRP.

Economic fadors, including genera and regional conditions.
Technologicd changes

Demographic changesincluding age compositionand literacy,

Politicd and legdative issues, induding lavsand administrative rulings
Social concerns, including child care, educationa facili tiesand priorities.

By scanning the environmert for changstha will affect an organization, managers can anticipate their
impact and make adjustmentsearly.

Organizational Objedivesand Policies. HR planisusualy derived fromthe organizationa objedives.
Spedfic requirements in terms of number and charaderistics of employees should be derived from
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organizaiona objedives

Oncethe organizaiona objedives are pedfied comnmunicated and understood by all concerned theHR
depatment must spedfy itsobjedive withregad to HR utili zationin the organization.
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HR Demand Forecast:

Demand forecagting isthe process of estimating the future quantity and quality of peoplerequred to med
the future needsof the organzation. Annual budget and long-term corporate plan when trandated into
adivity into adivity formthebasisfor HR forecast.

For eg: in the case of amanufacturing company, the sales budget will form the basisfor production plan
giving the number and type of productsto be produced in ead period. Thiswill form the basisuponwhich
the organizationwill dedde the number of hoursto be worked by ead skilled category of workers. Once
the number hoursrequired is available organization can determine the quality and quartity of persomnd
required for thetask.

Demand forecasting isinfluenced by both interna fadorsand external factors: external factorsindude-
competition, economic climate, laws and regulatory bodies, changesin technology and social factors
whereasinternd factorsare budget congtraints, productionlevel, new products and services, organizationa
structure and employee separations.

Demand forecasting is essential because it hdpsthe organization to 1. Quantify the jobs, necessary for
producing agiven number of goods, 2. To determine the nature of staff mix required inthefuture, 3. To
assessappropriatelevesindifferent partsof organizationso asto avoid unnecessary cogtsto theorganization,
4. To prevent shortages of personnel where and when, they are needel by the organizaion. 5. To moritor
compliances with legal requirements with regad to reservation of jobs.

Techniqueslike mangerial judgmert, ratio- trend andysis, regression andysis, work study techniques,
Delphi techniques are some of the mgjor methods used by the organizationfor demand forecagting.

HR Supply Forecast:

Supply forecast determines whether the HR department will be ableto procure the required number of
workers. Supdy forecast measures the number of people likely to be avail able fromwithin and outside an
organzdion, after making allowance for abserteasm, internal movements and promotions, wastageand
changesinhours, and other conditions of work.

Suppy forecast isrequired because it is neaded asit 1. Helpsto quantify the number of people and
positions expeded to beavailable in futureto help the organizationredizeits plansand med itsobjedives
2. Helpsto clarify the staff mixesthat will arisein future 3. It assesses existing saffing in diff erent parts of
the organization. 4. It will enablethe organizaionto prevent shortage of people where and when they are
most neeckd. 5. It aso helpsto monitor future compliance with legal requirements of jobreservations.

Supply analysis covers the existing human resources, internd sources of supply and external sourcesof
supply.

HR Programming:

Once an organizationé personnd demand and supply are forecasted the demand ard supply need to be
balanced in order that the vacancies can befilled by theright employeesat theright time.

HR Plan Implementation:

HR implementationrequiresconverting an HR planinto adion. A seriesof actionareinitiated asapart of
HR plan implementation. Programmes such as reauitment, seledion and placement, training and
development, retraining and redeployment, retertion plan, successon plan etc when clubbed together
form theimplementation part of the HR plan.
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Control and Evaluation:

Control and evaluaion represent thefina phase of the HRP process. All HR plan include budges, targets
and standards. The achievement of the organization will be evaluated and monitored against the plan.
During thisfinal phase organization will be evaluating on the number of people employed against the
estaldished (both those who arein the post and those who arein pipeling) and onthe number recruited
against the reauitment targets. Evaluation is also done with resped to employment cost against the
budget and wastage acarued so tha corredive adion can betakeninfuture.

2.1.5Requisites for Successul HRP

1.
2.
3.

HRP must berecognized asanintegra part of corporate planning
Support of topmanagement isessertia

Thereshould besomecertrdizaionwith reped to HRP responsibili tiesinorder to have
co-ordination between different levels of management.

Organization recordsmust be complete, up to dateand readily available.

Techniques used for HR planning should bethose best suited to the dataavailable and
degree of accuracy required.

Datacollection, anaysis, techniques of planning and the plan themselves need to be constantly
revised ard improved inthelight of experience

2.1.6Barriersto HRP

Human Resource Plannersface significant barrierswhile formulating an HRP. The mgjor barriersare
elaborated below:

1)

2)

4)

5

6)

SCE

HR practitioners are perceived as expertsin handing personnel matters, but are not expertsin
managng business. The personnd plan conceived and formulated by the HR practitioners when
enmeshed with organizaional plan, might make the overall strategic plan of the organizaion
ineffective,

HR information often isincompatible with other information used in Srategy formulation. Strategic
plaming efforts have long bean oriented towardsfinancial forecasting, often to the exclusion of
other types of information. Financia forecasting takes prececence over HRP.

Conflict may exist between short term and long term HR needs. For example, there canbe a
conflict between the pressureto get thework done ontimeand long term needs, such aspreparing
peoplefor assuming greaer responsbilities. Many managers are of the belief that HR nealscan
be met immediately because ills are available onthe market aslong aswages and slariesare
compsitive. Therefore, long times plansarenot required short planning are only needed

Thereis conflict between quantitative and qualitative approadhes to HRP. Some people view
HRP asanumber game designed to track the flow of people aadossthe departmert. Otherstake
aquditative approach and focuson individual employee concens such aspromotionand career
development. Best result can be achieved if there is abalance between the quantitative and
guditative appoades.

Non-involvement of operating managersrenders HRP ineffedive. HRP isnot strictly an HR
department function. Succesgul plannng needsa co-ordinaed effort on the part of operating
managersand HR personnel.
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2.2 Surces of Recruitment

After the finalisation of reauitment plan indicating the number and type of prospective candidates, they
must be attraded to offer themselves for consideration to their employment. This necesstates the
identification of sources from which these candidates can be attracted. Some compariestry to develop
new sources, while most only try to tace the existing sources they have. These sources, accordingly, may
betermed asinternd and external.

Internal Sources

It would be desiralleto utilisetheinternd sources before going outside to attract the canddates Yoder
and others suggest two categories of internd sourcesinduding areview of the presert employeesand
nominationof candidates by employees. Effedive utilisation of interna sources neaesstates an uncerganding
of their skillsand information regading relationships of jobs. Thiswill provideposshili ties for horizontal
ard vertica transferswithin the enterprise eiminating sSmultaneus attemptsto lay off employeesin one
department and recruitment of employees with smilar quaificationfor another department in the conpany.
Promotionand trarsfers within the plant where an employeeis best suitable improvesthe morae along
with solving reauitment problems. These measures can be taken effedively if the company has established
job families through job analysis programmes combining together Smilar jobs demanding similar employee
characterigtics. Again, employees can be requested to suggest promising candidates. Sometimes, employees
are given prizesfor recommending a candidate who has been reauited. Despite the usefulness of this
sygemintheform of loydty and itswide pradice, it has been pointed out thet it gives riseto diques posng
difficulty to managemert. Therefore, before utilising this system attempts should be madeto determine
through research whether or not employees thusreauited are effedive on particular jobs. Usualy, internal
sources can be used effedively if the numbers of vacancies are not very large, adequéae, employee records
are maintained, jobs do not demand origindity lading in theinterna sources, and employees have prepared
themselves for promotions.

Meritsof Internal Sources. Thefollowing arethe meritsof internd sources of reauitmert:

It credes asense of seaurity among employees when they are asaured that they would be preferred
infilli ng up vacancies.

It improves the morale of employees, for they are asaured of thefact that they would be preferred
over outsiderswhen vacanciesocaur.

It promotes loyalty and commitment among employeesdueto sense of job security and opportunities
foradvancement.

The employer isin abetter postionto evaluate those presently employed than outside candidaes.
Thisisbecaise the company maintainsarecoord of the progress experience and serviceof its
employess.

Time and costsof training will below because employees remain famili ar with the organisationand
itspadicies.

Relationswith trade unionsremain good. Labourturnover isreduced

Asthe personsin the employment of the company arefully awae of, and well acquanted wit, its
paliciesard know its operating procedures, they require little training, and the chances are that
they would stay longer inthe employment of the organisationthan anew outsider would.

It encourages self-devdopment among the employees. It encourages goodindividualswho are
ambitious.

It encourages stabili ty fromcontinuity of employment.

It can also act asatraining device for developing middleard top-levd managers.
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Demeritsof I nternal Sources. Howeve, this sysem suffersfrom certain defectsas:

Thereare possbilitiesthat internd sourcesmay fidry up gand it may bedifficult to find the requisite
personnel fromwithin an organisation.

It oftenleadsto inbreedng, and discourages new bloodfromentering and organisation.
Aspromotionisbased on seniority, the danger isthat redly capable handsmay not be chosen.
Thelikes and dislikes of the management may also play an important role in the seledion of
personrdl.

Sincethelearner does not know morethan the lecturer, no innovationsworth the name can be
made Therefore, onjobswhichrequre origina thinking (such as advertising, style, designing and
basic research), thispracticeis not followed.

Thissourceis used by many organisations; but a surprisingly largenumber ignore this source, espedaly
for middle managemert jobs.

External Sources

DeCeazo and Robhins remark, fiOccasionally, it may be necessary to bring in some dnew blood o
broaden the present ideas, knowledgg, and enthusiasm.o Thus, dl organisations haveto depend onexternal
sources of reauitment. Among these sourcesareincluded

Employment agencies.
Educdiond andtedhnicd indtitutes. and
Casual labour or figpplicantsat the gatedoand nail applicants.

Public and private employment agencies play avita rolein making available suitable employeesfor diff erent
positions in the organisations. Besides public agencies, private agencies have developed markedly inlarge
citiesin theform of consultang services. Usually, these agendes facilitate recruitmert of technical ard
professional personnel. Because of thar spedalisation, they effectively assess the needsof their clients
and aptitudes and skill s of the spedalised personnel. They do not merely bring an employer and an
employee together but computeriseligts of availabletaents, utilising testing to classfy and assess gpplicants
and use advancel techniques of vocational guidance for eff ective placament purposes.
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Educational and technicd ingtitutes also form an effective source of manpower supply. Thereisanincreasing
emphasis on reauiting student from diff erent management institutes and universities commerce and
management departments by recruiters for positionsin sales, accourting, finance, personnel and production.
These students are reauited as management trainees and then placed in speaa company training
programmes. They are not recruited for particular positions but for development as future supervisors and
exeaitives. Indedd, this source provides a constant flow of new personnel with leadership potentialities.
Frequently, thissourceistapped through on-campusinterview with promising sudents In addtion, vocationa
schoolsand industrial training institutes provide spedalised employees, apprentices, and traineesfor
semiskilled and skill ed jobs. Personstrained in these schools and institutes can be placeal onoperdive and
smilar jobswith aminimum of in-plant training. However, reauitment of these candidates must be based
on redistic and differential standards established throughreseach reducing turnover and enhancing
productivity.

Fregquently, numerous enterprises depend to some extent upon casual lalour or figpplicants a the gated
and nall applicants. The cardidates may appear personally at the company@ employmert office or serd
their applications for possible vacanges. Explicitly, as Yode and others observe, the quality and quantity
of such candidates depend on theimage of the company in community. Prompt responseto these applicants
proves very useful for the company. However, it may be noted that this source is uncertain, and the
applicartsreveal awiderangeof abilities necessitating a careful screening. Despite these limitations, it
formsahighly inexpersive source asthe candidaes themselves cometo the gate of the compary. Agan,
it provides measures for good public relations and accordingly, all the candidates visiting the company
must bereceived cordidly.

Table : Reauiting SourcesUsed by Skill and Level

Skill/Level Recruiting Source Percentageof Use
Unskilled and Semiskilled Informal contads 85
Walk-ins 74
Public Employment Agencies 66
Want Ads 52
Skilled Informal Contads 88
Walk-ins 66
Public Employment Agencies 55
Want Ads 55
Professional Employees Internal Seach 94
Informal Contads 92
Walk-ins 71
Public Employment Agencies 52
Want Ads 48
Private Employment Agencies 22
Managerial Level Internal Seach 100
Informal Contads 71
Walk-ins 31
Private Employment Agencies 20
Want Ads 17
Public Employment Agencies 12
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As Jucius observes, trade unions are playing an increasingy importart role in labour supply. In several
trades, they suppy skill ed labour in sufficient numbers. They aso determine the order in which employees
areto bereauited inthe organisation. In industries where they do not take adive pat in reauitment, they
makeit apoint that employees laid off aregiven preferencein recruitmert.

Applicaionfilesalso formsauseful source of suppy of work force Attempts may be macdeto review the
apgicationto determine jobs for which the candidates filed for future use when there are openingsin these
jobs. The canddates may berequested to renev ther cards as many times asthey desire. All the renewed
cardsmay be placal in fiadiveo files and those not renewed for considerable time may be placel in
finactiveofile or destroyed. Indeed, awell-indexed applicationfile provides utmost economy from the
standpoint of areauiting budge.

Efficagy of alternative sources of suppy of human resources should be determined throughresearch.
Attempts may be mackto relatethefactor of success on thejobwith aspecific source of supply. Alternative
sources can also be evaluated in terms of turnover, grievances and disciplinary adion. Those sources
which are significartly positively related with job performance and significantly negatively related with
turnover, grievances and disciplinary adion, can be effedively used in reauitment programmes. The
asessment should be periodically performed in terms of occupations. It may bethat source fAOis most
effedive for technicd workers, while source fiBofor semiskill ed workers.

Advantages of External Recruitment: External sources of recruitment are suitable for the following
reasons.

It will helpin bringing new idess, better tedhniquesand improved methods to the organisation.
The cost of employees will be minimised because candidates seleded in this method will be
placed in theminimum pay scde.

The existing employees will lso broaden their personality.

The entry of qualitative personsfromoutsde will bein theinterest of the organisationin the long
run

The suitable candidateswith kill, talert, knowledge are available fromexterna sources.
Theentry of new personswith varied expansion ard talent will hep in human resource mix.

Disadvantagesof External Sources:

Orientationand training arerequred asthe employees remain unfamiliar with the organisation.

It ismore expersive and time-consuming. Detail ed screening is necessary asvery littleis known
about the candidate.

If new entrant failsto adjust himself to theworking intheenterprise, it means yet more expenditure
onlooking for hisredacement.

Motivation, morale and loyalty of existing saff are affeded, if higher level jobs arefilled from
external sources. It beacomes a source of heat-burning and demoralisation among existing
employees.

2.3 RECRUITMENT: Recruitment forms a step in the process which continues with seledion ard
ceases with the placement of the candidate. It is the next step in the procurement function, the first
being the manpower planning. Reauiting makesit possble to acqure the number and types of people
neessry to ersure the continued operation of the organisation. Rearuiting is the discovering of potential
apgicants for adua or anticipated organisational vacancies.

According to Edwin B. Flippo, iReauitment isthe process of seaching for progpedive employees and
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gimulating themto apply for jobsinthe organisation.o

According to Lord, fiReauitment isaform of competition. Just as corporations competeto develop,
manufacture, and market the best product or service, so they must aso competeto idertify, attract ard
hirethe most qudified people. Reauitment isabusiness ard it isabig business .0

In thewords of Dale Yoder, fiRecruiting isaprocessto discover the sources of manpower to meet the
requirements of the staffing schedule and to employ effedive measuresfor attrading that manpower in
adegate numbersto fadlitate eff ective selection of an efficient working forceo

Human Resource
Planning

v

Job Analysis

v

Recruitment

v

Selection

v

Placement

Recruitment to Human Resource Acquisition Process
Acocording to Werther and Davis, iiReauitment is the process of finding and attrading cgpable
gpplicants for employment. The process beginswhen new recruits are sought and endswhen their gpplications
aresubmitted. Theresult isapool of applicartsform which new employeesaresdeded.o

Dales S. Beach writes, fiReaquitment is the development and maintenance of adequate manpower
resources. It involvesthe creation of apoolof availade labour upon whom the organsation can depend
whenit needs addtional employees.0

Thus, reauitment processis concerned with the identification of possble sources of human resource
supply and tapping those sources. In thetotal process of aayuiring and pladng human resourcesin the
organisation, reauitment fallsin between different sub-processes asshown in Figure 4.2.

Accordingto Scott, Clothier and Spriegdl the need for recruitment arises out of thefollowing Stuations:
Vacancies created dueto expansion, diversification, and growth of business.
Aninaeaseinthe competitive advartageof certain concerns, enabling themto get more of the
available businessthan formerly.
Aninaeasein busness arising froman upswing during therecovery period of abusinesscycle.
Vacandescreated dueto transfer, promotion, retirement, termination, permanent disakility or
dedh.

Thenormal population growth, which requiresincreased goodsand servicesto med the need of
thepeople.

A rising standard of living, which requiresmore of the sasmegoodsand servicesaswell asthe
creation of new wartsto besatisfied.
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2.3.1Process of Recruitment

Reauitment process passesthrough thefollowing Sages:
Reauitment process begns when the personnel depatment receves requisitions for reauitment
from any department of the company, The personnd requisitions contain detail s about the position
to befilled number of personsto bereauited thedutiesto be peformed qudificaions expeded
from the candidates, terms and conditions of employment and the time by which the persons
should be avail able for appointmert etc.
Locaing and devdoping the sources of required number and type of employees.
| dentifying the prospedive employees with required charaderigtics.
Developing the techniquesto attrad the desired candidates. The goodwill of an organisationinthe
market may be onetednique The publicity about the company being agood employer may also
help in stimulating candidaesto apdy. There may be others of attradive salaries, proper fadli ties
for development etc.
Evaluating the effediveness of reauitment process

Accarding to Famularo, personnd reauitment processinvolves five dements, viz., areauitment policy,
arecruitment organisation, aforecast of manpower, the development of sources of recruitment, and dfferent
techniques used for utilising these sources, and a method of assessing the recruitment programme. The
exdanation of theseis described bdow:

1. Reauitment Policy: It spedfies the objedives of reauitment and provides a framework for the
implementation of the reauitment programme. It also involves the employer& commitment to some
prindplesasto find and employ the best qualified personsfor each job, to retain themost promising of
thosehired, etc. It should bebased onthe goals, needs and ernvironment of the organisation.

2. Reauitment Organisation: The reauitment may be centralised like public sedor banks or
decentralised. Both pradices have their own merits. The choice between the two will depend on the
managerid philosophy and the particuar needsof the organisation.

3. Sources of Recruitment: Varioussources of recruitment may be classfied asinternal and externd.
These havethar own meritsand demerits.

4. M ethods of Rea uitment: Reauitment techniques are the meansto make contad with potential
candidates, to provide them necessary information and to encouragethemto apply for jobs.

5. Evaluation of Recruitment Programme: Thereauitmen process must be evaluated periodicaly.
The criteriafor evaluaiion may consst of cost per apgicant, the hiring ratio, performance appaisl, tenure
of say, etc. After evaluation, necessary improvements should be madeinthe recruitment programme.

2.3.2Recruitment Policy

AsYoder et a observe reauitment policy spells out the objedives of the reauitment and providesa
framewak forimplementations of the reauitment programme in the form of procedues. It may involvea
commitment to broad principles such asfilling vacancies with the best qualified individuals. The recruitment
policy may embrace several issues such asthe extert of promotionfromwithin, attitudes of enterprisein
recruiting old, handcapped, and minor individuals, minority group members, part-time employees ard
relatives of present employees. In addition, the recruitment pdicy may aso involvethe organisation system
to be developed for implementing the reauitment programme and procedues to be employed Explicitly;
an organisationd systemisafunction of the sze of an erterprise. In smaller enterprises, there may be
merely informal reauiting procedures and the line officia may be responsble to handle thisfunction dong
with their usual responsibilities. Onthe other hard, in larger organisations, thereisusually a staff unit
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attached with personnd or an industria relations department designaed as employmert or recruitment
office. This specialisation of recruitment enables staff personnd to become highly skilled in recruitment
techniques and ther evaluaion. However, recruitment remainsthe line responsibility asfar asthepersonnel
requisition formsare originated by the line personnel, who have also the find word in the acceptance or
rejection of aparticular applicart. Despitethis, the staff personnel have adequate freedomin respect of
sources of manpower to be tapped ard the procedureto befollowed for this purpose.

Reauitment policy coversthefollowing arees.

To prescribe the degree of emphasis. Ingdetheorgarisation or outsdethe organisation.

To provide the weightage that would be given to certain categories of people such as locd
population, physically-handicappe personnel, personnel from scheduled castes/tribes and other
backward classes.

To prescribe whether the recruitment would be centralised or decentralised at unit levels.

To spedfy the degree of flexibility with regad to age qudificaions, compensation structure and
other service conditions.

To prescribe the personnd who would beinvolved in reauitmert process and therole of human
resourcedepartmert inthisregard.

To specify thebudget for meeting the expendituresincurred in completing the reauitment process.

According to Yoder, fthereauitment policy is concerned with quantity and qualifications of manpower.0
It establishes broad guidelinesfor the staffing process. Generally, the following factorsareinvolvedin a
recruitment palicy:
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To provide eat employee with an open road and encouragement in the continuing development
of histaentsand ills;

To provideindividua employees with the meximum of employment security, avoiding, frequent
lay-off or lost time;

To avoid cliqueswhich may develop when several members of the same household or community
areemployed intheorganisation;

To caefully observetheletter and spirit of the relevant public policy onhiring and, onthewhole
employment relationship;

To assure eachemployeeof the organisationinterest in hispersona godsand employment objective;
To assureemployees of fairnessinal employment relationships, including promotionsand transfers,

To provide employmert in jobs which are engneered to meet the qualifications of handcapped
workersand minority sections, and

To encourage one or more strong, effective, responsibletrade unions among the employees.

Prerequisitesof a Good Rea uitment Policy: Therecruitment policy of an organisationmust satisfy
thefollowing conditions

It should bein conformity with itsgeneral personnel policies,
It should be flexible enough to med the changing needsof an orgarisation;

It should be so designed asto ensure employment opportunities for its employees onalong-term
basis 0 thet the gods of the organisation should beadievable; and it should develop the patentidities
of employees,

It should match the qualities of employeeswith the requirements of the work for which they are
employed; and

It should highlight the necessty of establishing jobandysis.

2.3.3Factor Affeding Recruitment

The factors affecting recruitment can be classfied asinterna and externa fadors.

Theinternal factorsare:

SCE

Wageard salary policies;

The age compositionof existing working force

Promotionand retirement policies,;

Turnover rates,

The nature of operationsinvolved the kind of personnel required
Thelevel and seasonality of operationsin question;

Future expansonand rediction programmes,

Recruiting policy of theorganisation;

Human resource planning strategy of the company;,

Sizeof theorgansationand the number of employees employed;
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Cogt involved inreauiting employees, and finally ;
Growth and expansonplansof theorganisation.
Theexternal factorsare:
Supply ard demand of specific skillsinthe labour market;
Company&imageperception of the job seekersalout the company.

External cultural factors. Obvioudly, the culture may exert considerable check on recruitment. For
example, women may not berecruited in certainjobsinindustry.

Economic factors. such asatight or loose labour market, the reputation of the enterprisein the
community asagoodpay master or otherwise and such alli ed issues which determine the qudity
and quantity of manpower submitting itself for reauitment.

Political and legd fadorsaso exeat restraintsin resped of nature and hours of work for women
and children, and alied employment pradicesin the enterprise, reservation of Jobfor SC, ST and
soon.

2.3.4Methods of Recruitment

Methodsof recruitment are different fromthe sources of recruitment. Sources arethelocaionswhere
prospective employees are availade. Onthe other hand, methodsare way of estaldishing linkswith the
prospective employees. Various methodsemployed for reauiting employees may be classfied into the
following categories

1.Dired Methods;

These include serding recruitersto educationd and professond institutions, employees, contacts with
public, and manned exhibits. One of thewidely used dired methodsisthat of sending of reauitersto
colleges ard technicd schools. Mogt college recruiting is done in co-operation with the placement office
of acollege. Theplacement office usualy provides help in attrading Sudents, arranging interviews, furnishing
gpace and providing Sudent resumes.

For maregerial, professiond and sales personnd campusrecruiting is an extensive operation. Persons
reading for MBA or other technicd diplomas are picked upin this manner. For this purpose, carefully
prepared brochures, describing the organsation and the jobsit offers, are distributed among studerts,
before the interviewer arrives. Sometimes, firmsdirectly solicit information from the concerned prafessors
about students with an outstanding record. Many companies have found employees contad with the
public avery effective method. Other direct methods include sending recruitersto conventions and ssminars,
setting upexhibitsat fairs, and using mobile officesto gotothedesired certre

M ethodsof Contacting Prospedive Candidates
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Based on personnel to berecruited

M anagerial/technical personnel

Operative personnel

Advertisement
Internet

Walk-ins

Campus reauitments
Job fairs
Consultancy firms
Personnel contads
Poaching and raiding

Public employment exchanges
Labour unions
Employeereferrals

Gate hiring

Labour contractors

Based on the movement of the aganisation

Direct methods

Third party method

Advertisement
Internet rearuiting
Campus reauitment

Consultancy firms
Public employment exchanges
Labour unions

Job fairs Employee referrals
Personnel contads Labour contractors
Gate hiring

2.Indirect M ethods:

The most frequently used indired method of rearuitment isadvertisement in newspapes, journals, and on
the radio and television. Advertisement enables candidates to assess their suitability. It isappropriate
when the organisationwantsto read out to alarge target group scatered nationwide When afirm wants
to concedl itsidertity, it can give blind advertisement in which only box number is given Considerable
detail s about jobs and qudifications can be given in the advertissments. Another method of advertisngis
anotice-board placed at the gate of the company.

3. Third-Party Methods:

The most frequently used third-party methods are public and private employment agencies. Public
employment excharges have been largely concerned with factory workers and clericd jobs. They also
provide help in reauiting professonal employees. Private agencies provide consultancy services and
chargeafee They areusually specialised for different caegories of operatives, office workers, slesmen,

supervisory and management personnel. Other third-party methodsindudethe use oftrade unions. Latour-
management committees have usually demonstrated the effediveness of trade unions as methodsof
recruitment.

2.5 Selection

Human resource sledionisthe process of choosing qudified individuals who are available to fill positions
inan organizaion. Intheided personnel stuation, selection involves choosing the best applicant tofill a
pasition. Selectionisthe process of choosing people by obtaining and assessing information about the
applicarts with aview to matching these with the jobrequirements. It involvesacareful screeningard
testing of canddateswho have putin their applicationsfor any job inthe erterprise. It isthe process of
choosing the most suitable personsout of dl the apgdicants. The purpose of seledionisto pick uptheright
personforewvery job.

It can be concepudised in terms of either choosing thefit candidates, or rejecting the unfit canddates, or
acombination of both. Seledioninvolves both becageit picks up thefitsand rgectsthe unfits. Infad, in
Indan context, there are more candidates who are rgjeded than those who are seleded in most of the
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sdedionprocesses. Therefore, sometimes, it iscdled anegdive processin contrast to postive programme
of recruitment.

AccordingtoDaleYoder, fiSeledionisthe process inwhich candidates for employment aredivided into
two classes-those who areto be offered employment ard those who are noto.

Accordingto ThomasStone, iiSeledionisthe process of differertiating between applicantsin order to
identify (and hire) those with agreder likelihood of successinajob 0

In the words of Michael Jucius, fiThe seledion procedure is the system of functions and devices
adopted in a given company for the purpose of ascertaining whether or not candidates possess the
qualifications caled for by aspecific job or for progression through aseries of jobs .0

AccordingtoKeith Davis, fiSelectionisthe process by which an orgarisation choosesfromalist of
screaened apgicants, the personor personswho best meet the seledtion criteriafor thepostionaval able.o

Thus, thesdledion processisatoolin the hands of management to differentiate between thequdified and
unqualified gpplicartsby applying varioustechniques such asinterviews, testsetc. Thecost incurredin
requiting and seleding any new employeeisexpensive. The cost of seleding peoplewho areinadeqjte
performersor who leave the organisation before contributing to profitsprovesamajor cost of doing
business Decenzo and Robhins write, fiProper seledion of personnel is obviously an area where
eff ectiveness - choasing competent workerswho performwel in their position-can result inlarge saving.0
According to them, seledionhastwo objedives: (1) to predct which jobapgicantswould be successful if
hired and (2) to informand sell the candidate onthejob ard the orgarization. Satisfadion of employee
needs and wantsaswell asthe fullest developmernt of his potential areimportant objectives of selection.

Dale Yoder says, iSelection haslong held ahighrank in the priority of problem areasin manegement.
Investmentsin good people produce avery highrate of return. A good choice of people can provide a
basisforlong, sustained contributions.o

Difference between Rea uitment and Selection: Difference between recruitment and selection has
been described by Hippo as, iReauitment is a process of seaching for prospedive employees and
stimulating and encouraging them to apply for jobsin an organisation. It is often termed positive asis
stimulates people to apply for jobs, selection on the other hard tendsto be negative becauseit rejects a
good number of those who apply, leaving only the best to be hired.0 Recruitmert and selectiondiffersin
following manner:

1. Difference in Objective: Thebasic objective of recruitment isto attract maximum number of candidates
so that more optionsare availale. The basic objective of selectionisto choose best out of the available
canddates.

2. DifferenceisProcess Reauitment adoptsthe processof creding apgicaionpoolaslargeasposshble
and therefore. It isknown aspositive process Seledion adoptsthe processthroughwhich more and
more candidates are rgected and fewe candidates are seleded or sometimes even not asingle candidate is
selected. Therefore, it isknownas negative processor rejection process.

3.Technical Differences. Reauitmenttechniques are not very intersive,and not requre highkills. As

against this, in selection process, highly specialisedtechrniquesare required. Therefore, inthesdection
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process, only personnel with specific skillslikeexpertisein using selectiontests, conduding interviews,
etc., areinvolved.

4. Differencein Outcomes. Theoutcome of recruitment isappli cation pool which becomesinput for
seledion process The outcome of selection processisin the form of finali sng candidateswho will be
offered jobs.

25.1 Selection Procedure

Thesdection procedureisconcerned with seauringrelevant informationabout an gpplicant. Thisinformation
isseauredinanumler of stepsor stages. The objective of sel ection processisto determinewheher an
applicant medsthe qualification for a spedfic job and to choose the applicant who is most lik ely to
performwdll in tha job. Selectionisalongprocess, commencing fromthepreliminary interview of the
appicantsandendingwith thecontrad of employmert (sometimes).

Theseledion procedure consists of aseries of steps. Eadch step must be successfully cleared beforethe
appicant proceedsto thenext. Thesdedion processisaseriesof successve hurdlesor barrierswhich an
applicant must cross Thesehurdles aredesigned to eliminate an unqudified canddae at any pointinthe
selectionprocess Thus, thistechiqueis cdled ASuccessve Hurdles Technig u dnjoradice theprocess
differsamong organisationsand betweentwo different jobswithin the sameorganisation. Sdection procedure
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forthesenior manageswill belongdrawn andrigorous, but it issmple and short while hiringlower level
employees.

Themajor factorswhich determinethestepsinvolved in aseledion processareasfollows:

Selection process dependsonthenumber of canddatesthat areavailaldefor selection.

Seledion process dependson the sources of reauitment and the method that is adopted for making
contad withtheprospedive candidaes.

Various stepsinvolvedin as sel ection processdepend on thetypeof personnel to beselected. All the
abovefadorsarenotmutualy exclusve, rather theseoperate smultaneoudy. In any case, thebasic

objediveof aseledion processis to colled as much relevant information about the candidates asis

possble so that themost suitable candidates are seleded. A comprehensive seledionprocessinvolvesthe
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1. Application Podl: Applicaion poal built-upthroughreauitment processisthe base for seledion
process The basic objedive at the reauitment level isto attrad as much worthwhile applicaionsas
possible so that there are moreoptionsavailable a the selectionstage.

2. Preliminary Screening and Interview: It ishighly nonecnomic to administer and handle all the
apgicants. It isadvantageous to sort out unsuitable apgi cants before using the further seledionsteps. For
thispurpose, usualy, preliminary interviews, appication blank listsand short test can beused. All gpplications
recaved are scrutinised by the personnel departmert in order to iminae those applicants who do not
fulfil required qualifications or work experience or technical skill, his applicationwill not be ertertained.
Such candidate will beinformed of hisrejection.

Preliminary interview isa sorting processin which the prospective candidates are given the necessary
information alout the nature of the job and the organisation. Necessary informationis obtained fromthe
candidates about thar educdion, skill s, experience, expeded salary etc. If the candidae isfound suitable,
heiseleded for further screening. Thiscourtesy interview; asit isoften caled helpsthe depatment screen
out obvious misfits. Preliminary interview savestime and efforts of both the company and the candickte. It
avoidsunrecessary waiting for the rgjected candidates and waste of money on further processng of an
unsuitade candidate. Since rejectionrateishigh at preliminary interview, the interviewer should be kind,
courteous, recepive and informdl.

3. Application Blank or Application Form: Anapplicationblank isatraditional widely accepted device
for getting information fromaprospedive apgicant which will enable the management to make a proper
seledion. Theblank provides preliminary informationaswell asaid in theinterview by indicaing areas of
interest and discusson. It isagood mears of quickly collecting verifiable (ard therefore fairly accurate)
basic historical datafromthe canddae. It also servesasaconvenient device for circulating information
about the apgicant to appropriate members of management and as a useful device for goring information
for, later reference. Many types of applicaion forms, sometimes very long and comprehensive and
sometimesbrief, areused Informationisgeneraly taken onthefollowing items:

(a) Biographical Data: Name, father& name, data and place of birth, age, sex, nationality,
height, weight, identification marks, physicd disability, if any, marital status, and number of
dependarts.

(b) Educational Attainment: Educaion (subjeds offered and grades secured), training acqured
in spedal fields and knowledge gained from professonal/technica ingtitutes or through
correspondence Courses.

(c) Work Experience Previousexperience the number of jobs held with the same or other
employers, induding the neture of duties, and respongbili tiesand the duration of various assgnments,
salary received, grades, and reasonsfor leavng the presert employer.

(d) Salary and Benefits: Present and expeded.

(e) Other I1tems. Names ard addresses of previousemployers, references, etc. An application
blank isabrief history sheet of an employeed background and can be used for future reference,
in case nealed.

The apgicationblank must be designed fromthe viewpoint of the apgicant aswell aswith the company®
purposein mind. It should berdatively easy to hande in the employment office Applicationform helpsto
servemany functionslike:
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Its main usefulness isto provideinformation for reference chedking, good interviewing, and
correlationwithtesting data.

It helpsto weed out candidates who arelacking in educaion, experience or some other eigibili ty
trats

It helpsinformulating questionsto beasked intheinterview.
Data contained in agplication form can be stored for future reference.

It also tests the canddated ability to write, to organize histhoughts, and to present facts clearly
and succinctly.

It indicates further whether the applicant has consistertly progressed to better jobs. It provides
factual informetion.

Weighted Application Blanks

Some organisations assign numeric values or weights to the responses provided by the applicants. This
makes the application form morejobrelated. Geneally, the itemsthat have a strong relationship to job
performance are given higher scores. For example, for a sales representative® position, items such as
previous selling expeience, area of specidisation, commission earned, religion, language etc. Thetotal
score of eadh applicant isthen obtained by adding the weights of the individual item responses. The
resulting scores are then used in thefinal seledion. WAB is best suited for jobswherethere are many
employees especialy for sales and technical jobs. It can help in redudng the employee turnover later on.
However, thereare several problemsassociated with WAB e.g.

It takestimeto devdopsuchaform.

The WAB would have to be updated every few yearsto ensurethat thefactors previoudy identified
aredtill valid products of job success.

The organisation should be careful notto deped onweights of afew itemswhilefinaly selecting
theemployee

4. Selection Teds: Mary organisations hold different kinds of selectionteststo know more about the
candidates or to reject the candidates who canrot be cdled for interview etc. Selediontests normdly
supplement the information provided in the applicatiionforms. Such formsmay contain fadud informaion
alout candidates. Selectiontests may give information about thar aptitude, interest, personality, which
camot beknown by apdicaion forms. Types of tests and rules of good of testing have been discussad in
brief below:

A. Aptitude Tests These measure whether anindividud hasthe capadty or talent ability toleana
given jobif given adejuate training. Thesearemore useful for clericd and trade positions.

B. Personality Tegs At times, persondity affectsjob performance. These determine personality
traits of the candidate such as cooperativeness, emotional balarce etc. These seek to assessan
individual® motivation, adjusment to the Sresses of everyday life, cgpacity for interpersond reletions
and sdlf-image

C. Interest Tests: These determinethe applicant&interests. The applicant is asked whether he
likes, didikes, or isindfferent to many exanples of school subjects, occupations, amusemerts,
pecliarities of people, and paticular adivities.
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D. Performance Tests Inthistest the apgicant is asked to demonstrate his ahility to do the job. For
example, prospedivetypists are asked to type severa pageswith speed ard accuracy.

E. IntdligenceTests: Thisaim at testing the mental capacity of a personwith respect to reasoning,
word fluency, numbers, memory, comprehension, picture arrangement, etc. It measuresthe ability
to grasp, understard and to makejudgemert.

F. KnowledgeTests. Theseare devised to measure the depth of the knowledgeand proficiency in
certain skillsalready achieved by the applicants such asengineeing, accourting etc.

G. Achievement Tests Whereas agtitudeisacapacity to leanin the future, achievement is concerned
with what one has acomplished When apicants claim to know something, an achievement test
isgivento measurehow well they know it.

H. Projedive Tests Intheseteststhe applicant projects his personality into free responses about
pictures shown to him which areambiguous.

Rules of Good Testing
Norms should be developed for ead test. Their vaidity and reli ability for a given purpose should
be established beforethey are used.
Adequatetimeand resourcesmust be provided to design, validate, and check tests.
Tests should be designed and administered only by trained and competent persons.
Theuser of testsmust be extremely sensitive to the feelings of people abouttests.
Testsareto beusesasascreening device
Reliance should not be placed solely upontestsin reaching decisions.
Tests should minimize the probabilities of getting distorted results. They must be Gace-freed
Testsscoresare not precise measures. They must be assigned a proper weightage.

5. Interview: Aninterview isaprocedure designed to get information from a person and to assess his
potential forthejobheisbeng consdered onthebasis of oral responses by the agplicart to ordinquiries
by theinterviewer. Interviewer does aformal in-depth conversation with the applicant, to evaluate his
suitability. It isone of the mogt important toolsin the seledionprocess. Thistool isused wheninterviewing
killed, technicd, professond and even managerid employess. It involves two-way exchange of infarmetion.
Theinterviewer leansaboutthe applicant ard the canddate learns about theemployer.

Objectivesof Interviews:. Interview helps:
To obtain addtiond informationfromthe candidate.
Facilitates giving to the candidate information aboutthe job, company, its policies, products etc.
To asessthebasic suitahlity of the candidate.

Theseledioninterview can be:
Onreto one between the candidate and the interviewer:
Two or moreinterviewe's by employersrepresertatives-sequential;
By apané of sdections, i.e., by morethan represertative of the employer.

Thesequentid interview involvesaseries of interviews, each interviewea meeing the candidate seperately.
The pand interview consists of two or moreinterviews meeing the candidaetogether.

Typesofinterviews: I nterviewscan beclassfied in variouswaysaccording to:
(A) DegeeofStructure
(B)  PurposeofInterview
(C)  Content of Interview
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Degree of Structure:

(1) Ungtructured or non directive: inwhich you ask questions asthey cometo mind. Thereis
no set formet to follow.

(2) Structured or directive: inwhich the questions and acceptable responses are specified in
advane. Theresponsesarerated for appropriateness of content.

Structured and non-gtructured interviews have their prosand cons. In structured interviews all applicants
aregenerally asked all required questionsby all interviewers. Structured interviews are generally more
valid. However structured interviews do not allow the flexibility to pursue points of interests as they
develop.

(B)

©)

Purpose of Interview: A selectioninterview isatype of interview designed to predct futurejob
performance, onthebass of gpplicart&responsesto the ora questionsasked to him.

A stress interview is a speda type of seledion interview in which the applicant is made
uncomfortable by series of awkward and rude questions. Theaim of stressinterview is supposedly
to identify applicant& low or high stresstolerance In such an interview the applicant is made
uncomfortable by throwing him onthe defensive by series of frank and often discourteous questions
by theinterviewe.

Content of Interview: The contert of interview can be of atypein which individudd ahility to
project astuationistested Thisisasituation typeinterview. In job-related interview, interviewer
attemptsto assessthe apgicant® past behavioursfor jobrelated information, but most questions
arenot consdered situational.

In abehaviour interview astuation in described ard cardidates are asked how they behaved
inthe past in such astuation. Whilein situational interviews canddates are asked to describe
how they would read to Stuationtoday or tomorrow. Inthe behaviourd interview they are asked
to describe howthey did react to the situationinthe past.

Principlesof Interviewing

To mekeit effedive, aninterview should be properly planned and conduded oncertain principles, Edwin
B. Hippohasdescribed certain rulesand prindples of good interviewing to thisend

SCE

Provideproper surroundings. The physical setting for theinterview should be both private and
comfortable.

Thementd setting should beoneof rapport. Theinterviewer must be awere of non-verba behaviour.
Pan for theinterview by thorougHy reviewing job spedficaionsandjobdescriptions.
Determine the spedfic objedives and the method of theinterviewing.

Informyourself as much as possible concerning the known informationabout the interviewee
Theinterviewer should possessand demonstrate abasic liking ard repect for people.
Questions should be asked inamamer that encouragestheintervieweeto talk. Put the agpli cant
at ease.

Makeadedasononly when all thedataand information are avail able. Avoid dedsionstha are
based onfirst impressions.

Concludetheinterview tactfully, making surethat the candidae leavesfeeling nather too elated
norfrustrated

Maintain somewritten record of theinterview during orimmediately after it.

Listen attentively and, if possble, protedively.
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Questionsmust be stated clearly to avoid confusionand ambiguity. Maintain abdance between
open and overtly structured questions.

Body languagémust not beignored

Theinterviewer should makesomeovert Sgnto indicate theend of theinterview.

Interviewing islargely an art, the applicationof which can beimproved through pradice

6. Background Invegtigation: The next step inthe seledion processisto undertake an investigaion of
those appli cants who appear to offer potentid as employees. Thismay indude contacting former employers
to confirm the candidate® work record and to obtain their appraisal of hisor her performance contading
other job-related and personal references, and verifying the educationd accomplishments shown onthe
application.

The badkground investigation has major implications. Every personndl administrator hasthe responsihlity
to investigate each potential apgicant. In someorganization, failureto do so could result in theloss of his
or her job. But many managers consider the badkground investigation data highly biased. Who would
adudly list areference that would not give anything but the best possble recommendation? The seasoned
personnel administrator expectsthis ard delves deegper into the candidate® background, but that, too,
may not proveto be beneficial. Many past employers arereluctant to give any information to another
company other than fadua information(e.g., date of employment).

Even thoughthere is some reluctance to give this information, there are ways in which personnel
adminigtrators can obtain it. Sometimes, for instance information can be obtained from references once
removed. For example, the personnel administrator can ask areference whose name has been provided
onthe applicationform to give another reference someone who has knowledge of the candidated® work
experience By doing this, the administrator can diminate the possibility of accegting an individud based
onthe employee® currert employer& glowing recmmendation when the motivation for such apostive
recommendation wasto get rid of the employee.

7. Physical Examination: After thesdectiondecisonard beforethejoboffer ismade, the candidateis
required to undergo physicd fitness test. Candidates are sent for physicd examination either to the
company® physcian orto amedicd officer approved for the purpose. Such physcd examination provides
thefollowing informetion.

Whether the canddate® physicd measurements arein acwrdan@ with jobrequrements or not?

Whether the candidate suffersfrom bad health which should be corrected?

Whether the candidate has hedth problems or psychologicd attitudes likely to interfere with work

efficiency or future attendance?

Whether the canddateis physicaly fit for the specific jobor not?

Policy onthese physical exams has changed today. Dale Yoder writes, iModem policy used the physical
examination not to eliminate applicants, but to discover what jobsthey are qudified tofill. The examination
should disclosethe physicd charaderigtics of theindividud that are sgnificant fromthe standpaint of his
efficient performance of thejob he may erter or of those jobs to which he may reasonably exped to be
transferred or promoted. It should note ddficiencies, not asabadsfor rejedion, but asindcating redrictions
onhistransfer to various positions also.0

8. Approval by Appropriate Authority: Onthe basis of the above steps, suitable candidates are
recommended for selection by the selection committee or personne department. Thoudh such acommittee
or personnel degartment may have authority to select the candidaesfinally, often it has staff authority to
recommend the candidatesfor seledionto the appropriateauthority. Organisations may designate the
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various authorities for gpprova of final sdedion of candidates for different categories of
canddates. Thus, for top levd manag@rs, board of directors may be approving authority; for
lower levds, even functiond heads concened may be approving authority.

9. Final Employment Dedsion: After acanddate isfinally selected, the human resource
departmert recommends his name for employment. The management or board of the
company offers employmert in the form of an appantmert letter mertioning the post, the
rank the salary grade, the date by which the candidate should join and other terms and
conditions of employment. Some firms make a contrad of service on judicial paper.
Usually an appointment is made on probation in the beginning. The probaion period may
range fromthree monthsto two years. When the work and conduct of the employee isfound
satisfadory, he may be confirmed. The personnel department prepare a waiting list and
informs the candidates. In case a person does not join after being seleded, the company
cdls next person on the wating list.

10. Evaluation: Theselectionprocess, if properly performed, will ersure availability of
competent and committed personnel. A period audit, conducted by people who work
independently of the human resource department, will evduate the effectiveness of the
seledionprocess. Theauwlitorswill doathorough and theintensive analysisand evaluaethe

employment programmme.
2.6 INDUCTION :

Induction - the process ofamiliarisaion with the organisatiorend settling
into the job. It is easy tforget thatthe séection piocessis onlythe beginningf the
employment relationshp, and he future of that relationship depends to a
consicrable extent on how the new employee issettled into he job. Most labour
turnover is among nevemployess, and work efficiency isreached only aér a
period ofleaming and djusting tothe newenvironment.

By planningan induwtion programne, in consul&tion with trade union or other
employee reresentdives if availeble, the organisstion can quickly build onthe
positive attiude ofthe sucesstil candidate. However keennew recruts may be,
they mayhave anketiesabout how weltheywill:

A get on with their co-workers

A understandhe standrdsand rdes (vritten andurwritten) ofthe organisation
A make a goodmpresion on their new manager or supervisor

A beableto do the job.

A good inducton progranme makes bsiness serse, whatever the sze of the
organisation, and whateer the job. It introduces the newacomer notonly to ther
immealiate cdleagues, but to other workers with whom they may hae lessday-to-
day contat; including trade union representdives (if they are recognised in the
organisation) orenployeerepresentativeson any staff coimitteeor coundl.

2.6.1The induction timetable

Induction often beginsbefore the person has atualy started, in that the organiation
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will

supply mataal as part ofan initial 'information ck’, or with the invitation to
interview, or with theletterof job offer. This may bepaticularly importnt in jobs of
atechnicalnaure,where it

is helpful for the new stater to be aswell informed aspossible about that side tife
work.

Cleaty, learnng the pargular prgeds and initiatives will have to be done in the
workplace but muchmental preparedness' can be urdettaken in advance. The
Company Hambook, andthe Writen Setementof Employment Particulars, canalso
provideessential information aboutthe organisatioand the job.

A good reeption, with the line or persamnel manager spending itme with the new
employee, is important on the first day. There maybe further documentdion to
conplete, perhgps apreliminarydiscussbn aout training eitherimmediatdy or in the
future, anexplanation of the development oppatunities that areavailabk, and of
course enoughinformation to give the new starter a goodrasp of theworking
pracices ofthe organisatio. Any particubr health and sady requirenents shouldoe
madeknown, together with detils of whom to goto for help and dvice during the
couse of thar enploymert. Many companies use a buddy' system, where an
experiencedworker is nominatedto assst the new recruit in all the dayto-day
guestians thet may arse.

It is ussful to have awritten dhecklist of the items thet need to be overed in the
induction programme; and an eample ofsuch a list is afpperdix 1, 2 & 3. Not only
doesthis give same structure to the inducton but it alsoensiresthat bah the new
stater and the managerknow what hasor has not leen covered at ay given time.
Such achecklist is normally drawn up by theersonnel sedion in consultaton with
other involved staf, such as safty officers, line manag/supervisors, employee
representatives (if appropriate), at@ining officers.

The induction programmemay bespreadover severatlays orweeks, and may
incorporae specificjob training, t the following points should be bae in
mind:

A all enployees need to be able to work in a safeand hedthy manner.
Recruitment and placenent procedures shaild ensire that employees
(including maragers) hae the neessry physical andmental abilities todo
thar jobs, or canacquire them hrough training and expeence.Employers
should havesystems in place tadentify health and safetyraining needs
arising fromrecruitment

A people en take in only so much information at any given time, and
should not be overloded. It is important that healttand safety is
introducedn astructured way
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A if there ae Pecial heath and saféy requirements, make sire the new starter
fully understandsther importance- otherwise theres the risk of being
expoed to umecessay danger or endangering their coworkers. All
employeesmustknow what todo in the event of afire or other emergency

A seting outthe plan ofinduction atthe begining avads theproblems thatan
arise in tryingto arange tmein the future, whenthe enmployee is estdli shed
in the job

A don't foget induction needsfor shift workers or night workers. They may
need ®me timeon days, or modikdshifts, to caver the indution period

A even ifthe inductionperiod covers joltraining, try to let new starters do some
practical work, as this will assisttheir learning andenalbe themto relate what
they are bmg taught tavhat they will be doing.

The oucome of all this is that the new garter should have a goodeel for the
organisatio, and should antinue tofeel thatthey madehe right decision in joining
the firm.

2.6.2The induction process

Induction reed not bea very formal proess hit it needs to bgroperly managd. In
many organisatns it will be caried outinformally by the new stater's manageror
supernisoron a dayto-day basisNeverthdess, hawng astructured checklist to foll ow
is useful for both parites. Mostinducton will consistof meeing and talking withnew
colleagues, wathing activities and asking questions. It magappropriate to pnade
certain inbrmaton inwritten form; and if

the organisaiton has acompany handbok, this canoften actas anaide memoire
covering importanispectf the mmpany orgarsation andow it functions.

If a group ofnew employees is ecruited at he sane time, it maymakeserse tohold
group inductionsesions onthe cmmon topicsto be covered- discussio, videos,
slide preengtions can all add tthe effeciveness ofthe plogramme.

Even peofe tranderringfrom one parof the agarisation to another needinducton
into their new area. Don't assme that they will know the réevant peope or the
skills theywill needin

the new job. However, they may need a more ndividually tailored nduction
programme tomeet

ther particular neals

Employeeswho may need special attenton

The new strter who hasconsiderablerecent work experience and i confident, out
going individual nay have a different induction neeain the persorwith little or no
expelience,and who may behy orresewved in thisnewwork setting.
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Schod and cdlegeleavers

For schoolor college leaers, whomay be nervous hut excited attheir first job, itis
particulady importantfor the employer to encouraye a positive attitude towork, and
to allayany fearsthe newrecruit may hawe. They need to besure of ther positionin
the company, anaf the opportunitiestheywill have to tran anddevelop teir skills.

Health and sfety is a paitularly important aea tostress. Youngpeople oten have
no feel for workplace hazais, and may bevulnerableto accidentsA group of young
peopletogethermay get highspirited and,without properguidanceon sdety, be
unaware of he pdential danges. Young wokers are sen as being particularly at
risk, and enployers arerequiredto:

A assessisksto young peole under 18 peforetheystart work.
A take into acount thdr inexperierce, lack of awaeness of existing or
potentialrisks, and immatrity
A addresspecific factors inthe isk asesmen
Employers ae required tomake a suitablend sufficient assesment of the lisks
to the health and saf/ of employees and @ttify groups ofworkers who might
beparticularly at rsk.
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People returning to work after a break in employment, or changing their work
situation

Men or worren returning towork ater some yearscaiing for children or other relativesmayfeel

apprehensie aout the new job - evenwhenthey may have woked for the @mmpany inthe past.
They nay feel out of touch with developmts, and in need ofre-establshing themséves. Their

indudion progranme needs to tee thisinto acount, ofering trainingand extra help to setiein

andbecome valuable membersof the orgaimsation.

Thisis alsotrue ofthose who mighthave beenliving/working abrad, orwho arechangingther
career foas.

Employeeswith disabilities

Cardul pre-planning @n reducethe problemswhich may arse for employees wh disabiliies,

whether in terms of amess, equpment or dealing with colleagues. Speciadigvice is available
from the Disability EmploymentAdviser and the DisabilityService Teams othe Deparient

for Work andPersions. The Department for Work andPersions alsooperatesthe Access to

Work Scheme, whereby assstance may be available inmeeting the cosbtf any aids and
adaptations requice Theseservices cabe contacted via thdobCentre netwdk.

Managemant/pr ofessional trainees

Commony, managerent and prokessimal tranees arenot recruited for specific jobs but
undergo further educaiton and traning after their empbyment conmences. This may mean
theyarelessable to be imolved wih practical work, and withaut care this canlead to a loss of
interest andnotivation. Ther induction period should attemptto includethem inappropriate
work in the organisation ifat all possible.

Min orities

They should have he same inductionprogramme as anyother newstarter,but attention should
be paid to angensitivities. Employers nay needto be awareand t&ke account ofany particular
cultural or religious cstomsof new empbyees whaare part of anethnic or religiaus mirority so

that meunderstandings dmot occur.

Acas' Equatly Service canassistemployers wih free advice onthe developmet and
implementation of policiegnd practicesor greaer equality anong the workforce.

Who is responsible for theinduction process?

There maywell be several people involved in the planning and delivery othe induction
programme. In a smallcompany it maybe the personnel officer, the manager orsupervisor, and
perhapsa 'buddy'. A largeorganisaiton maycall on the abiliiesand skillsof many peofe.
These couldnclude:

A thepersnnel or humanresource manager. Their likely involvement would be to

Go over te terms and conditns, @mplete anynecessay papemwork, and perhaps givean
overview of the mmpanyorganisation

A a competenhealth and safetydsiser, particularly if thereis aneed for ecific safety
procedures or protave clothing, etc. This person assists aemployerin applying the
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provisionsof heath and stety law
A thetraining dfficer

A the line or department nwager. This person will nomally provide he nore local
welcame tothe organisation, explaning where that paticular depatmentor section fits
with the whade, and providng thefirstround ofintroductions tothe departent

A the supervisr, who will have the gredest responsibilityand irterestin gettng the new
stater sdtled in andeffecive assoon aspossble. This is generdly where the wse of a
checklist can best bemade, withthe supervier able to check easily what hasbeen
covered, what needs tbe done, and anyparticuber points thet may need f@rther
explanaton

A the trade undn or employee repreentatve, and sdety representative, to explan ther
role.

It is often usdul to have aco-worker to act asa gude and adviser tohe new recruit, evenif the
organisaton doesnot have a érmal 'buddy’ sysem. This person canhelp in thoseeveryday
guestons such as cateenfacilities, introducing oher co-workers, &plaining te layout of the
building, etcin aninformal way as lhey occur. This processcan alsdea good way of pviding
a cevelopment oppatunity to thepersonwho acts as guide amdentor.

Try to follow up the new employee after a sbleaperiod,perhaps six mahs, tocheck that the
inductionwent well. This could be parbf ageneral review for the individual.

Monitoring effectiveness

As with any work actvity it is reconmended thatthe recruiment andinduction processhe
reviewed for its dfectiveness. If any stage of the reaquitment processfailed to produce the
expected resut, eg if the alvertising method hasproduced toomany cardidates, you may vant
to examine what hgppened and why in order to make it more dficient in the future. Fuure
recruitmentexercises mayequre modifcationsto the mehods sed - a succedsil recruitment
for one job des rot autanatically mean the samemethod will be assucesgul again. This is
particubrly true if the lalour market changes, wih, for instance, fewer schoolleavers but nore
matureworkers being available.

Recruitment and inducton may be a ontinuousprocess in your organisatian, necessitating
more orlessconstantmonitoring.

Monitoring regularly will also ersure equal oppatunity policies are being actively pursued,
and that internal candidates aeeeiving thesame onsideration asxternal @ndidates.

It is theprocess ofinducting or orienting anew employee into thesccia setting of his wak.

Steps:
i) Familianising the new employee with his new suroundirgs and company rules
&

regulations.

1)) Integrating his persoral goals with theorganization goals.
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2.7 Socialization

In order to reduce the anxiety that new employees may experience, attempts should be made to
integrate

theperson into the informal organization. The initial T&D effort designed for employees is
Socialization,

the guided adjustment of new employees to the company, the job, and the work group.

|. Purposes of Socialization

Socialization formats are unique to editln. However, some basic purposes include emphasizing
these areas: the employment situation (job, department, and company), company policies and rules,

compensation

and benefits, corporate culture, team membership, employee development, dealing vg#) chan
and socialization.

a. The Employment Situation

A basic purpose, from the firmés viewpoint,
quickly as possible. Therefore, specific information about performing the job may be provided at
an early pointn time.

b. Company Policies and Rules

Every job within an organization must be performed considering the guidelines and constraints
provided by policies and rules. Employees must have an understanding of these to permit a smooth
transition to the workplae

c. Compensation and Benefits

Employees will have a special interest in obtaining information about the reward system. Although
this information is usually provided during the recruitment and selection process, a review of the
data is appropriate durir§pcialization.

d. Corporate Culture

The firmébs culture reflect s, in effect, how w
the way employees dress to the way they talk.

e. Team Membership

A new empl oyeeds abil i eapsisamogtlikely determineg heboredheor o v
she is hired. In Socialization, the importance of becoming a valued member of the company team
may be emphasized.

f. Employee Development

Employees should know exactly what is expected of them and what is tegyithe firm for
advancement in the job or via promotion.
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g. Dealing With Change

Employees at all levels must learn to effectively deal with change in order to survive in their jobs.
The best way individuals can be prepared for change is to continuaiyodeand expand their
sKills.

h. Socialization

In order to reduce the anxiety that new employees may experience, attempts should be made to
integrate the person into the informal organization.

2.7.1Stages in socialization Process:

Pre arrival

Encounter

— | Metamorphosis

. Outcomes

* Productivity
« Commitment
« Turnover

Socialization can beonceptualized as a process made up of three stages.
a. Pre-arrival Stage:

This stage explicitly recognizes that each individual arrives with a set of organizational values,
attitudes, and expectations. For instance, in many jobs, particularly highd skilte managerial

jobs, new members will have undergone a considerable degree of prior socialization in training and
in school. Prarrival socialization, however, goes beyond the specific job. The selection process is
used in most organizations to informerppective employees about the organization as whole. In
addition, of course, interviews in the select
typedo determining those who wild./ fit i n. I n
appropriate face during the selection process determines their ability to move into the organization
in the first place. Thus success depends upon the degree to which aspiring members have correctly
anticipated the expectations and desires of those orgfamization in charge of selection.

b. Encounter Stage:
Upon entry into the organization, new members enter the encounter stage. Here the individuals

confront the possible dichotomy between their expectations about their jobs, their coworkers, their
supevisors, and the organization in general and reality. If expectations prove to have been more or
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less accurate, the encounter state merely provides a reaffirmation of the perceptions generated
earlier. However, this is often not the case. Where expectatidireality differ; new employees

must undergo socialization that will detach them from their previous assumption and replace these
with the organizationds pivot al standards. S«
differences. At the ertme, some new members may become totally disillusioned with the
actualities of their jobs and resign. It is hoped that proper selection would significantly reduce this
latter occurrence.

c. Metamorphosis Stage:

Finally the new member must workout any ldeams discovered during the encounter stage. This

may mean going through changes. Hence the last stage is termed as metamorphosis stage.
Metamorphosis is complete as is the socialization procesken new members have become
comfortable with the organizah and their work teams. In this situation they will have
internalized the norms of the organization and their coworkers; and they understand and accept
these norms. New members will feel accepted by their peers as trusted and valued individuals.
They will have gained an understanding of the organizational systehonly their own tasks but

the rules, procedures and informally accepted practices as well. Finally they will know how they
are going to be evaluated. They will know what is expected of thelwhat constitutes a good

job. Consequently, successful metamorphosis should have positive effect on a new employees
productivity and the employeeds commitment to
that the employee will leave the organiaatany time soon.

[ll. Many People Socialize new Hires

New employee socialization or orientation covers the activities involved in introducing a new
employee to the organization and to his or her work unit. How is responsible for the orientation of
new employee? This can be done by the supervisor, the people in HRM, Peers, CEO, or
combination of any of these.

a. HRM Department:. HRM department can conduct the orientation in order to socialize the
newly hired employees with the working environment of thganization. HRM plays a major role

in new employee orientatietme role of coordination, which ensures that the appropriate
components are in place. In addition HRM also serves as a participant in program. As job offers
are made and accepted, HRM shouktrunct the new employee when to report to work. However,
before the employee formally arrives, HRM must be prepared to handle some of the more routine
needs of these individuals.

b. Supervisor: Immediate supervisor of particular department can also bgotiree of informing

the employees about the culture, rules, procedures and policies of the organization. Mostly in
smaller organizations, orientation may mean the new member reports to supervisor, who then
assigns the new member to other employee who milloduce the new member to other
coworkers. This may be followed by a quick tour to show the different parts and departments of the
organization.

c. Peers:Peers and coworkers of the new hires can perform the orientation function in order to tell
the expetation of employers and requirements of the organization as can also answer the queries
raised from the employee side.

d. Organizational culture: Or gani zati onal culture itself can
organization. Every organization has @@&n unique culture. This culture includes longstanding,

and often unwritten, rules and regulation; a special language that facilitates communication among
members; shared standards of relevance as to the critical aspects of the work that is to be done;
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standards for social etiquette, customs for how members should relate to peers, employees, bosses
and outsiders; what is appropriate and smart behavior with in organization and what is not.

e.CEO: Prior to mid 1980s, new employee orientation operated ail,avith out any output from

the companyb6s executive management . But t hat
consul tants advocating that senior management
first responsibility is to welcome new empées aboard and talk to them about what a good job
choice they made. The CEO is in position to inspire these new employees by talking about what it
is like to work for the organization. When CEO is present in the socialization process, the company
is sendng a message that it truly cares for its employees.

IV. Employee Orientation program:
Orientation or socialization process.
a. Introduction: Regarding the organization, supervisor, trainers, and coworkers and to system

b. Job Duties: It provides job relad information like, Job location Job tasks Job safety
requirements Overview of job, Job objectives Relationship to other jobs

c. Organizational Issues: This provides the information about the overall organization it may
include; History of employer, orgamation of employer, name & titles of key executive,
empl oyeebs titles and department s, |l ayout of
production process, company policies and rules, disciplinary regulations, employee handbook,
safety proedures etc

d. Employee Benefits:This part provides the information about the benefits that are offered by the
organization like; Pay scales & paydays, vacations rest break, training & education benefits,
counseling, housing facilities, insurance benefgirement program, employgeovided services

for employees, rehabilitation program

The Hiring Process

Hiring process is completed here because orientation or the socialization process is the last step of
hiring.

B. Training

Training is a process whengbpeople acquire capabilities to aid in the achievement of
organi zational goal s. It i nvol ves planned | e
performance at her/his current job. Training refers to the methods used to give new or present
employees the skills they need to perform their jobs.

C. Development

All efforts to provide employees with the abilities the organizations will need in the future
D. Training and Development Trends:

Skill requirements will continue to increase

Workforce will become significantly better educated & more diverse

Corporate restructuring reshapes businesses

Technology will revolutionize certain training delivery methods
The role of training departments will change

=A =4 =4 =4 4
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T More flexible courses aimed specifically atfoemance improvement
1 More firms will strive to become learning organizations
T Emphasis on human performance management will accelerate.
Methods of sacialisation

Stories

Rituals

Materia symbols

o Do Do Do

Language

Socialisation benefits
A Helps inunderstanding organisation culture

Contributes toemployeeds longterm siccess

A

A Helps inadjustrrent

A Helps inemployee engagement
A

Provides job stisfaction.

CHAPTER 11l
TRAINING AND EXECUTIVE DEVELOPMENT

3.1 Training is a process of leaning a sequence of programmed behavior. It is the apgication of
knowledge & gives people an awaeness of rules & proceduresto guide their behavior. It helpsin bringing
about positive changeinthe knowledge skills & attitudes of employees.

Thus, training isaprocessthat triesto improve killsor addto the existing level of knowledyeso that the
employeeis better equipped to do hispresent jobor to mould himto befit for ahigher jobinvolving higher
respongbilities. It bridgesthe gap between what the employee has & what the job demands.

Traning refersto aplanned effort by acompany to facilitate employeesdearning of jobrelated competencies
These competencies include knowledye, skills, or behaviorsthat arecriticd for successful job performance.
The godl of training isfor employees to master the knowledge skill, and behaviors emphasized in training
programs and to apply them to their day to day adivities. Training is seen as one of several posshle
solutionsto improve performance. Other solutions can include such actionsas changng thejobor increasng
employee motivationthrough pay and incertives. Today thereisagreater emphasis on-

Providing educationd opportunitiesfor al employees. These educational opportunitiesmay include
training programs, but they also include support for taking courses offered outside the company,
self-study, and leaning through jobrotation.

An ongoing process of performance improvement that is directly measurable rather than
organizing onetimetraning events.

Theneed to demonstrate to executives, mana@y's, and traineesthe bendits of training.

Learning as a lifelong evert in which senior mangement, trainer manager, and employees
have onvnership.
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Training being used to hdp attain Srategic business objectives, which hdp companies, gainsa
compditive advantage

Thetermtraining refersto the aaquisition of knowledge, skill s, and competencies as aresult of the
teaching of vocational or pradica skill sand knowledgethat relate to spedfic useful competencies It
formsthe core of apprerticeshipsand provides the backbone of content at institutes of technology (so
known astechnical colleges or palytechnics). In addition to the basic training required for atrade occupetion

or professon, observers of the labor-market recognize as of 2008[UPHLE] the need to continue
training beyond initid qualifications. to maintain, upgade and updae sills throughout working life.
People within many professons and occypations may refer to this sort of training as professional
developmert.

Training usualy refersto somekind of organized (and finiteit time) event 8 a seminar, workshop that has
aspedfic begnning dataand end date. 1t often agroup adivity, but theword training isalso used to refer
to specificingructiondone oneonone.

Employee devdopment, however, isamuch bigge, indusive ithing dFor example, if amanager pairsup
ardatively new employee with amore experiencel employee to help the new employee learns about the
job, that& redly employee development. If amanager coaches and employee in an ongoing way, that®
employee development. Or, employees may rotate job responsibili ties to learn about the jobs of their
colleagues and gain experience o they might eventudly have more promotion opportunities. That& enrployee
developmert.

3.1.1TRAININGAND DEVELOPMENT OBJECTIVES

The principa objedive of training and development divisionisto make surethe avail abili ty of akilled and
willi ng workforce to an organization. In addition to that, there are four other objedives: Individual,
Organizaional, Functional, and Societa. Training and developmert is asubsystem of an organzation. It
emsurestha randomnessisreduced and leaning or behavioural changetakesplaaein structured fornet.

Individual Objectivesi help employeesin achieving their persona goals, whichin turn, enhanesthe
individud contributionto an organization.

Organizational Objectivesi asgst the organization with its primary objedive by bringing indivi dual
effediveness

Functional Objectivesi maintain the depatmert® contributionat alevel suitableto the organization®
needs.

Societal Objectivesi ersurethat an organization isethicaly and socially responsbleto the needsard
challengesofthesociety.

The quality of employees and their development throughtraining and educaion are mgjor fadorsin
determining long-term profitability of asmall business. If you hire and keep good employess, it isgood
policy to invest inthe development of their Kills, so they caninareasethar productivity.

Training often is considered for new employees only. Thisisamistake because ongoing training for current
employees helpsthem adjust to rapidly changing job requiremerts. Reasons for emphasizing the growth
and development of personnel include
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Creating apool of readily avalable and adequate replacemerntsfor personnel who may leave or
moveup intheorganization.

Enhancing the company abili ty to adopt and use advancesin technology because of asufficiently
knowledgeble staff.

Building amoreefficient, effective and highly motivated team, which enhencesthe
company& competitive postionand improves employee morale.

Ensuring adeguae human resources for expansoninto new programs.

3.1.2BENEFITS:

Reseach has shown specific benefitsthat asmall businessrecavesfromtraining and Developing its
workers, including:

Increased produdivity.

Redwced employee turnover.

Increased efficiency resulting infinancia gans.
Decreased need for supervison.

Employees frequently develop agreater sense of self-worth, dignity and well-being asthey become mare
valualdeto thefirmand to society. Generally they will receive agreater share of the material gainsthat
result from their increased productivity. These fadors give them a sense of satisfadion throughthe
achievament of persona and company goals.

3.1.3Ned for Employee Training

Training of employees takes place after oriertation takesplace Training isthe process of erhancing the
skills, capahlities ard knowledge of employeesfor doing a particular job. Training process mouldsthe
thinking of employees and leads to quality peformance of employees. It is continuous and never ending in
neture.

Training isgiven onfour basic grounds:
1. New candidateswho join an organizationaregiven training Thistraining familiarizesthemwith the
organizationa misgon, vison, rulesand reguations and the working conditions.

2. Theexisting employeesaretrained to refresh and enhance their knowledge.

3. If any updadions and amendments take place in technology, training is given to cope up with those
changes. Foringstance, purchasing new equpment, changesin technique of produdion, computer
impatment. Theemployeesaretrained aboutuse of new equipmentsand work methods.

4. When promotion and caree growth becomes importart. Training is given so that employeesare
prepared to sharetheresponsbilities of the higher levd job.

Training neadscan be assessed by analyzing three major human resource areas: the organizationasa
whole, thejob characteristics ard the needs of the individuas. Thisanalysiswill providearswersto the
following questions:

Whereistraining needed?

What specifically must an employee learnin order to bemore produdive?

Who neelsto betrained?

Begn by assessng the current status of the company how it doeswheat it does best and the abili tiesof your
employeesto do these tasks. Thisanalysiswill provide some bendimarks aganst which the effectiveness
of atraining program can beevduated Yourfirm should know whereit wantsto bein fiveyeasfromits
long-rangestrategic plan. What you neead isatraining program to take your firm from here to there.
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Second, consider whether the organizationisfinancially committed to supporting the training efforts. If
not, any attempt to developasolid training program will fail.

Next, deermine exadly wheretraining isneededlt isfoolish to implement a companywide training eff ort
without concentrating resources where they are needed most. Aninternal audt will help point outareas
that may benefit from training. Also, askill sinventory can help determine the skill s possessed by the
employeesin generd. Thisinventory will help the organization determine whet skills are avail able now and
what skill sare needed for future development.

Also, in today& market-driven economy, youwould be remiss not to ask your customers what they like
about your business and what areas they think should be improved. In summary, the analysis should focus
onthetota organizationand should tell you (1) wheretraining isneedel and (2) whereit will work within
the organization. Once you have determined where training is needed concentrate onthe contert of the
program. Analyze the charaderistics of thejob based on its description, the written narrative of whét the
employee adually does. Training based on job descriptions should gointo detail albout how thejobis
performed on atask-by-task basis. Actually doing the job will enable youto get abetter feel forwha is
done. Individual employees can be evaluaed by comparing their current kill levels or performanceto the
organization® performance standads or anticipaed needs.

3.1.4Importance

Traning iscrucid for organizational development and success. It isfruitful to both employersandemployees
of an organization. An employee will become more efficient and productiveif heistrained well. The
benefits of training can be summed upas:

1. Improves Morale of Employees- Training helps the employee to get job seaurity and job
satisfadion. The more satisfied the employeeisand the greaer ishis morale, the more hewill
contributeto organizational successand thelesgser will be employee absenteeism and turnover.

2. LessSupervison- A well trained employeewill bewell acquainted with the job and wil | need
lessof supervison. Thus, therewill belesswastage of timeand efforts.

3. Fewer Acddents- Errorsarelikely to occur if the employeeslad knowledge and skill srequred
fordoing aparticular job. Themoretrained an employeeis, thelessarethe chances of committing
accidentsinjoband the more proficient the employee becomes.

4.  Chancesof Promotion- Employees acquire skills ard efficiency during training. They become
moredligible for promotion. They become an asset for the organization.

5.  Increased Productivity- Training improvesefficiency and productivity of employees. Well trained
employees show both quantity and qudity performance Thereislesswastage of time, money and
resourcesif employees are properly trained.

Types of Employee Training

Some commentator use a smilar term for workplace leaning to improve performance firaining and
developmento. One cangeneraly categorize such training ason-the-job or off-the-job:

On-thejob training takes place in anormal working situation, using theadud tools, equpmert,
documents or materialsthat trainees will usewhen fully trained On-the-jobtraining hasagenera
repuationasmogt effedive for vocational work.

Off-the-job training takes place away from norma work stuaions & implying that the
employee does not count asadiredly productive worker while such training takes place. Off-the-
jobtraining hasthe advantagethat it allows people to get away fromwork and concentrate more
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thoroughly onthe training itself. This type of training has proven more effective in inculcating
conceptsand idess.
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The most frequently used method in smaller organizaionsthat ison the job training. This method of
training uses more knowledgeale, experiencd and skilled employees, such as mangers, supervisorsto
givetraning to lessknowledgeable, skilled, and experienced employees. OJT can be ddivered in dassrooms
aswell. Thistype of training often takes place at thework placeininformal manrer.
OntheJob Training ischaaderized by following points
It isdone onad-hocmanner with no formal procedure, or content
At thegtart of training, or during the training, no specific goalsor objectivesare deveoped
Trainersusualy haveno formal qudificationor training experience for training
Training isnot carefully planned or prepared
Thetrainer are selected onthe basis of technical expertiseor areaknowledge
Formal OJT programs are quite different from informa OJT. These programsare carried out by identifying

the employees who are having superior techrnicd knowledye and can effedively use one-to-oneinteradion
technique. The procedure of formal onthejobtraining programis:

1. Thepaticipant observesamore experienced knowledgeable, and skilled trainer (employee)

2. The method, process and techniques are well discussed before, during and after trainer has
explained about peforming thetasks

3. Whenthetraineeisprepared, thetrainee starts performing onthe work place
4. Thetrainer provides continuing diredion of work and feedbak
5. Thetraineeisgiven moreand morework so that he accomplishesthejobflawlessly

Thefour techiquesfor onthejobdevdopmert are:

COACHING

MENTORING

JOBROTATION

JOB INSTRUCTION TECHNIQUE (JIT)

1.) Coaching isone of the training methods, which is consdered as a corrective method for inadequate
performance According to asurvey conducted by I nternational Coach Federation (ICF), morethan
4,000 companies are using coach for their exectutives. These coadhes are experts most of thetime outside
consultants.
A coadhisthebest training plan for the CEO& because

It isoneto oneinteradion

It can bedoneat the convenierceof CEO

It can bedoneonphone, meetings, throughe-mails, cha

It providesan opportunity to recave feedback froman expert

It helpsinidentifying weaknesses and focusonthe areathat needsimprovement
Thismethod best suitsfor the people at the top becaiseif we see on emotional front, when a person
reatesthetop, hegeslondy and it becomesdifficult to find someoneto talk to. It helpsin finding out the

exeautived spedfic developmental needs. The needscan beidentified through 60 degree performance
reviews.
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Procedureof the Coaching

The procedure of the coaching is mutually determined by the exeautive and coach. The procedureis
followed by successive counsgling ard medings a the exeaitive® convenience by the coach.

1. Understard the participart® job, the knowledge, skills, and attitudes, and resourcesrequired to
meet thedesired expestation

2. Meet the participant ard mutually agree onthe objectivetha hasto be achieved
3. Mutudly arrive at aplan and schedule

4. Atthejob, showthepaticipant how to achievethe objedives, observe the performanceand then
providefeedback

5. Reped step 4 until performanceimproves

For the people at middle level management, coacding is more likely done by the supervisor; however
expertsfromoutsidethe organization are at times used for up and coming managers. Again, the persondized
approadh assiststhe mange focusondefinitenealsand improvemert.

2.) Mentoring isan ongoing relationship thet is developed between asenior and junior employee. Mentoring
provides guidance and clear understanding of how the organizationgoesto achieveitsvisonand misson
to thejunior employee

The meetings are not as structured and regular than in coaching. Executive mentoring isgeneraly done by
someone insidethe company. The exeautive can learn alot from mentoring. By deding with diverse
mentee, the exealtive is given the chance to grow professionally by devedoping managemert skills and
leaning how to work with peoplewith diverse background, culture, and language and persondlity types.

Executives dso have mentors. In caseswherethe execuiveisnew to the organization, asenior exewutive
could be assgned as amentor to assst the new executive settled into hisrole. Mentoring isone of the
important methods for preparing them to be future executives. This method allows the mentor to determine
what is required to improve mentee® performane. Once the mertor identifies the problem, weakness,
ard theareatha nealsto be worked upon, the mentor can advise relevant training. The mertor can dso
provideopportunitiesto work onspecia processesand projectstha require use of proficiency.

Somekey pointsonMentoring
Mentoring focusonattitude devedlopment
Conducded for managenert-level employees
Mentoring isdone by someoneinsidethe company
It isone-to-oneinteradion
It helpsinidentifying weaknesses and focusonthe areathat needsimprovement

3.) Forthe exeautive, j ob rotation takes on differert perspectives. The executiveisusudly not smply
going to another depatment. In some verticdly integrated organizaions, for example, where the supplier
isadually part of same organizationor subsidiary, job rotation might be to the supplier to see how the
businessoperatesfromthe supplier point of view.

Leaning how the organization is perceved fromthe outsidebroadens the exeautived outlook on the
process of the organization. Or the rotation might be to aforeign office to provideaglobd perspective.
For managers being developed for executiveroles, rotationto different functionsin the company isregular
caried out.
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Thisapproach alowsthe manger to operatein diverse roles and understand the different issuesthat crop
up. If someoneisto beacorporate leader, they must hawethistype of training. A recent studyindcated
that the sngle most significart factor that leadsto leade & achievement wasthe variety of experiencesin
different depatments, businessunits, cities, and countries.

Anorganized and helpful way to developtalent for the management or executive level of the organizetion
isjobrotation. It isthe process of preparing employees at alower level to replace someone at the next
higher level. It isgenerdly doneforthe desgrationsthat are crucial for the eff ective and effident functioning
oftheorganization.

Some of the mgjor benefitsof job rotation are:
It providesthe employeeswith oppatunitiesto broaden the horizon of knowledge, Kills,
ard abili ties by working in diff erent departments, business units, functions, and countries
|dentification of Knowledge skills, and attitudes (KSAS) required
It determinestheareas whereimprovemert isrequired
Assessnent of theemployeeswho havethe potertia and cdiber forfilling the postion

4.) Job Instruction Technique (JI T) usesagrategy with focusonknowledge (facua ard procedural),
kill sard attitudes development.

JIT Consistsof Four Steps:

Plani Thisstepincludesawritten bre&kdown of the work to be done becaise thetrainer and thetrainee
must understand that documentation is must ard important for the familiarity of work. A trainer whois
aware of thework well islikely to do many thingsand in the process might missfew things. Therefore, a
gructured analysisand proper documentation ensuresthat al the paintsare covered in thetrainingprogram.
The second step isto find outwha the trainee knowsand what training should focuson. Then, the next
sepisto create a comfortade aimosphere for the traineesdi.e. proper orientation program, availing the
resources, famili arizing trainee with thetraining program, etc.

Present T Inthis step, trainer provides the synopsis of the job while presenting the participants the
differert aspects of the work. When thetrainer finished, the trainee demonstrates how to dothejoband
why isthat donein tha spedfic manne. Trainee adually demonstrates the procedure while emphasizng
thekey points and safety instrudtions.

Figure6.1: Stepsin JIT

Trial T Thisstep adually akind of rehearsal step, in which traineetriesto perform the work and the
trainer isableto provide instant feedack In this step, thefocusis onimproving the method of instruction
because atrainer considersthat any error if occurring may be afunctionof training notthetrainee. This
step al owsthetrainee to seethe after effeds of using anincorrect method. Thetrainer then helpsthe
trainee by questioning and guiding to identify the correct procedure.
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Follow-upi Inthisstep, thetrainer checksthetraineasjob frequently after thetraining programisover
to prevent bad work habits fromdeveloping. There are various methods of training, which can be divided
into cognitive and behavora methods. Trainers need to understand the pros and cons of each method,
asoitsimpad ontraineeskeepng their background and skillsin mind before giving training.

OFF THEJOB TRAININGT

There are mary managemen deveopment techniquestha an employee can take in off thejob. Thefew
popuar methodsare:

SENSITIVITY TRAINING

TRANSACTIONAL ANALYSIS

STRAIGHT LECTURESY LECTURES

SIMULATION EXERCISES

1.) Sensitivity Training isabout making people understand about themselves ard othersreasonably,
whichisdone by developing inthem social sensitivity and behavioral flexibility.

Socid sergtivity in oneword isempathy. It isability of anindividual to serse what othersfed and think
fromtheir own point of view. Behaviord flexibili ty isabili ty to behave suitably inlight of understanding.

Sengitivity Training Programrequiresthree teps.
UnfreezingtheOld Valuesi

It requiresthat thetrainees become awae of the inadequacy of the old values. This can be donewhen the
traineefaces dilemmain which his old valuesis not ableto provide proper guidance Thefirst stsepcongsts
of asmall procedue:

Anungructured group of 10-15peopleisformed.

Unstructured group without any objective looksto thetrainer for itsguidance
Butthetrainer refusesto provideguidan@and assumeleadership

Soon, thetrainees are motivated to resolve the uncertainty

Then they try to form somehierarchy. Some try assume leadership rolewhich may not beliked
by other trainees

Then they started redizing that what they desireto do and redi zethe aternative ways of

dealing withthedtuation

Q.

Figure6.2 Procedureof Sensitivity Training

Devdopment of New Valuesi With thetrainer& support, trainees begin to examinetheir interpersond
behavior and giving each other feedbak. Thereasoning of the feedbacks are discussed which motivates
traineesto expeiment with rangeof new behaviors and values. This process constitutes the second 4ep
in the change process of the development of these values.
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Refreeang thenew onesi This step dependsupon how much opportunity the trainees get to practice
thdr new behaviorsand values at their work place.

2.) Transactional Analysis provides trainees with a redistic and useful method for analyzing and
understanding the behavior of othe's. In evay socid interaction, thereisamotivation provided by one
person and areaction to that motivation given by another person. This motivation reaction relationship
between two personsisatransaction.

Transactional analysis can be done by the ego states of an individual. An ego state is asystem of
fedlingsaccompanied by arelated set of behaviors. Thereare basically threeego states:

Child: Itisacallection of recordingsin the brain of an individual of behaviors, attitudes, and impulses
which cometo her naturally fromher own undestanding asachild. The chaacteristics of thisego aeto
be spontaneous, intense, unconfident, reliant, probing, anxious, etc. Verba duesthat apersonisoperating
fromitschild sateare the use of wordslike fil gues, Al suppose (etc. and nonverba clueslike, gigding,
coyness silent, attention seeking etc.

Parent: It isacollection of recordingsin the brain of an individua of behavors, attitudes, and impulses
imposed on her in her childhood from various sources such as, social, parents, friends, etc. The
charaderigticsof thisego areto be overprotective, isolated rigid, bossy, etc. Verba cluesthat apersonis
operating fromits paren states are the use of wordslike, aways, should, neve, etc and non-verbd clues
such as, raisgng eyebrows, pointing an accusing finger at somebody, etc.

Ego

States

[ Child‘] (e [ Adult}
k J

Figure6.3

Adult: Itisacolledionof redity testing, rationa behavior, decisonmaking, etc. A personinthisego stae
verifies, upcatesthe datawhich she hasreceved fromthe other two states. It isashift fromthetaudt and
fdt concepisto tested concepts. All of usevoke behavior fromone egp statewhich isresponded to by the
other personfromary of thesethree states.

3.) Ledureistédling someone about something. Ledureisgivento enhancethe knowledge of listene or
to give him the theoretical agpect of atopic. Training is basicaly incomplete withoutlecture. Whenthe
trainer begnsthetraining session by telling theaim, goa, agenda, processes, or methods that will be used
intraining that meansthetrainer isusing thelecture method. It is difficult to imagine trainingwithout lecture
formet. Thereare some variationsin Lecture method. The variation here meansthat some forms of ledtures
areinteractivewhilesomearenot.

Sraight Ledure: Straight ledure method consists of presenting information, which the trainee attempts
to alsorb. Inthismethod, thetrainer speaksto agroupabout atopic. However, it does notinvolvearny
kind of interaction between the trainer and the trainees. A lecture may also take the form of printed text,
such as books, notes, etc. The difference between the straight ledure and the printed material isthe
trainer&intonation, control of speed body language, and visud image of thetrainer. Thetrainer in case of
draight lecture can deadeto vary fromthetraining script, based onthe signasfromthetrainees whereas
same materid in print isrestricted to what isprinted. A goodledure consists of introductionof thetopic,
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purpose of theledure, and priorities and preferences of the order in which the topic will be covered.
Some of the main features of ledure method are:

Inabili ty to identify and corred misunderstandings

Lessexpaisive

Can bereached largenumber of peopleat once

Knowledge building exercise

Lesseffedive because leduresrequrelong periods of trainesinadivity

4.) Games and Simulations are structured and sometimes unstructured, that are usually played for
enjoyment sometimes are used for training purposes as an educationd tool. Training games and smuldions
aredifferert fromwork asthey are designed to reproduce or smulate evants, circumstanees, processes
that take placeintraineesdjob.

A Training Game is defined as spirited adivity or exercise in which trainees compete with ead other
according to the defined set of rules. Simulationis creating computer versions of real-lifegames. Smulation
isabout imitating or making judgment or opining how events might occur in area situation. It can entail
intricate numerical modeling, role playing without the support of technology, or combinations. Training
gamesard smulationsare now seen as an effectivetool for training becauseitskey componentsare;

Chdlenge
Rules
Interactivity

These three components are quite essential when it comes to learning. Some of the examples of this
techniqueare:

Figure6.4

Trainees can therefore experience these events, processes, gamesin a controlled setting where they can
developknowledge kil s, and attitudes or can find out concegsthat will improve their paformance. The
various methodsthat come under Gamesand Smulationsare:

BEHAVIOR-MODELLING
BUSINESSGAMES
CASE STUDIES
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EQUIPMENT STIMULATORS
IN-BASKET TECHNIQUE
ROLE PLAYS

Objedives and Process of Employee Training

The training design process refersto a systematic approach for developing training programs. It includes
the seven stepsin this process Training is one of the most profitable investments an organization can
make. No matter what businessor industry you arein the sepsfor an eff ective training process arethe
same and may be adapted anywhere. If you have ever thought about developing atraining program within
your organization consider the following four basic training steps. Youwill find that al four of these steps
aremutudly necessary for any training programto be effecive and efficient.

Stepl isto conduct aneedsassessmert, which is necessary to identify whether training isneeded. This
gep identifies activities to judtify an investment for training. The tedhniques necessary for the data collection
are surveys, observations, interviews, and customer comment cards. Severa examples of an analysis
outlining specific training needsare customer dissatisfaction, low morae, low productivity, and high turnover.

The objedivein establishing aneed analysisisto find out thearswersto the following questions
i Wyoistraining needed?
AWhatotypeof trainingisneeaed?
i Wenoisthetraining needed?
A Weredisthetraining needed?
i Wo odeedsthetraining?andi Wo avill conduct thetraining?
fiHowowill thetraining be performed?

By determining training need, an orgarization can dedde what spedfic knowledge, il s, and attitudes
are needed to improve the employee® performancein accordance with the company& standards.

Thenealsanalysisisthe sarting point for al training. The primary objecive of all training isto improve
individual and organizationa performance Establishing aneeds anadysisis, and should aways bethefirst
step of thetraining process.

Step 2 isto ensure that employees have the motivation and basic skill s necessary to master training
content. This step establishes the development of current job descriptions and sandards and proced.res.
Job descriptions should be clear ard condse and may serve asamgjor training tool for the identification
of guidelines. Once the job description is completed, a complete list of standads and procedures should
be established from ead responsibili ty outlined in the job description. Thiswill standardize the necessary
guiddines for any futuretraining.

Sep 3isto create alearning environment tha hasthe features necessary for leaning to occur. This step
isresponsible for the instruction and delivery of the training program. Once you have designated your
trainers, the training techique must be deaéded One-on-one training, on-the-job training, group training,
seminars, and workshops are the most popular methods.

Before presenting atraining sesson, make sure you have a thoroughunderstanding of the following
charaderigticsof an effedivetraine. Thetrainer should have:



BA7204
HUMAN RESOURCE MANAGEMENT

- A desrreto teach thesubjed being taught.

- A working knowledge of the subjed beng taught.

- Anability to motivate participantsto fivantoto lean.

- Agood senseof humour.

- A dynamic gppearanc and good posture.

- A gtrong passonforthdr topic.

- A strong compassontowardstheir participants.

- Appropriate audo/visud equpment to enhance thetraining sesson.

For atraining program to be succesdul, the trainer should be consciousof severa esential elemens,
includng acontrolled environment, good planning, the use of various training methods, good commuricaion
skill sand trainee paticipation.

Sep 4istoemsuretha traineesapply thetraining content to thar jobs.

Thisstep will determine how effedive and profitable your training program has been. Methodsfor evauation
are pre-and pogt- surveys of customer comments cards, the establishment of acost/benfit anadysis autlining
your expensesand returns, and an increase in cusomer satisfactionand profits. The reasonfor an evaluation
systemis smple. The evaluations of training programs are without adoubt the most importart step in the
training process. It isthisstep that will indicate the effediveness of both thetraining aswell asthetrainer.

Thereare severd obvious benefitsfor evauating atraining program. Firgt, evauationswill provide feedbeck
on thetrainer® performance alowing them to improve themselves for future programs. Second, evauetions
will indicate its cost-effediveness Third, evaluations are an efficient way to determine the overdl
effectiveness of thetraining programfor the employeesaswell asthe organization.

Theimportance of the evaluaion process after the training is criticd. Without it, the trainer does not have
atrueindication of the effectiveness of the training. Consder thisinformation the next time you need to
evaluate your training program. Youwil | beamazed with theresults.

The nedal for training your employees has never been greaer. As business and industry continuesto grow,
more jobswill become crested and available. Customer demands, employee morale, employee produdivity,
and employee turnover aswell asthe current economic redities of ahighly competitive workforce are just
some of the reasonsfor establishing and implementing training in an organization. To be succesdul, al
training must recave support fromthetop managenent aswell asfromthe middle and supervisory levels
of management. It isateam eff ort and must be implemented by all members of the organization to befully
sucoesgul.

Advantages of On the Job Training M ethods

Onthejobtraining method hasthe following advartagesthat can be consdered:
Generaly most cost-effedive
Employeesare adually produdive
Opportunity to learn whilst doing
Training alongddered caleagies.
Training can bedédlivered ontimeard at theoptimumtime.
Thetraineewill have the good opportunitiesto pradice and implement.
Thetraineewill havefeedbaks.
Trainee builds confidence by working with own speed and productivity.
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3.2Purposeof training:

1. To prepare the employee, both new & old to med the present as well as the
changing requirements ofthejob & the organization.
2. To avelop thepotentialities ofthe peoplefor thenext level job.
3. Toensue smooth &efficient working of a department.
4. Toensueeconomicd output ofrequired quality.
5. Tobuild up a secmond line of competent officers & prepare them to occupy more
responsibleposition.

6. To pevent obsoksce.

3.3 Benéfits oftraining:

a kr~ w0 N PE

Increased productivity
Heightened maale

Reduced supervision

Reduced acddents

Increased organizational stability

3.4Resiganceto training:

Why do employees resist raining?

a.

Normally people experience difficulties in leaning new skills & knowledge. Hence,
they resist raining.

Theemployees feel that management will entrustmore work or new kinds of work
which wouldrequire additional skills & knowledge. Hence, employees resist raining.
Training progranme & sessionsdisturbs the employees from performing the
routine dutes & tasks.

They are expeded to learn mae difficult adiviti es & unlearn already pradised skills.
They loosetheir job authority & are expeded to lean like students during thelr

training programme.
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3.5 Executive Development:

It is also known as dmanagement developmentdor Gexeautive developmentd It is one of the
fastest- developing areas in personnd. It is redized that an effedive managament team may be as
important to the survivd of an organizaion as any tangible item on the balance shed. Interest in
management development is grea partly dueto the shortage of well-trained managers. Exeautive
development or management development is a systematic process of leaning and growth by which
managerial personndl gain and apply knowledge, skills, attitudes and insights to manage the work in their
organizaioneffectively and dficiently.

The program of executive development aimsat achieving following purposes. -
To sugaingoodperformance of managersthroughout their careersby exploiting their full potentid.
To understard economic, tedhnicd, and ingtitutiona forcesin order to solve business problems.
To acquireknowledge about problems of human resources.
To think through problems this may confront the organization now or inthefuture.
To devdopresponsbleleaders.
Toinculcate knowledge of human motivationand human relationships.
To increase proficiency in management techniquessuch aswork study, inventory control, operations
reseach and qudlity control.

Johnson and Sorcher write, iManagement development focuses ondeveloping in asystematic manner,
theknowledgebase, attitudes, basic kill s, interpersonal skillsand tedhnicd skill sof themanageid cade.0
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According to Flippo fiexecutive devdopmert indudes the process by which maregers and executives
acqure not only skill sand competency in their present job but dso capaaili ties for future manageid tasks
of increasing difficulty and scopeo

The characterigtics of executive development areasfollowing; -
Executive development isaplanned and organized process of learning.
It isan ongoing and never ending exercise.
Executive development isalong term process asmanageia skills cannot be developed overnight.
It amsat preparing manages for managgers.

Today, it isthe growth that makes one personstay at the company. The opportunity and chalengesiswhat
kees aperson satisfied and charmed with hisjob. Companies have understood thisfad and thereforeare
forming policiesand proceduresto develop their employees.

Execuive development Program (EDP) is one such program. With Human resource making amove from
awefare department to astrategc partner, more and more comparies are undertaking this program. We
at Carea Solutions provide you the opportunity of devdoping aspecific EDP for yourcompany. There
arefour major stepsto be covered during the EDP-
1) Problem Assesanent: the experts along with the concerned employees and CEO shall begin
with an assessment of the company current problem ard owner & plansof thefuture.

2) Management Audit and Appraisal: there shall be regular feedbadk sessonsto ched asto
whether we arereaching where we are supposed to reach.

3) Analysisof Development Neals: here the problem that has been uncovered shall betried to
andremeded viaadevelopmert program.

4) ldentify Replacement Nedds: the assessment may uncover aneed to reauit and seled new
managenent talent. The format of EDP will vary with company® size and nature of operation o
asto provide optimumresult.

3.5.1Importance and Factors I nfluencing Exeautive Development

Exeautive development ismore future orierted. It is more concerned with educationthan is employee
training. In today®& competitive environment, an organizaion hasto be concerned about the development
of supevisors, middelevel manage'sand top-level exective.

Executive development isimportant for thefoll owing reasons. -
Executive devdopment programmes arerequred to train ard deveéop professona managgrs.
It helps managersto develop skillsto face cut throat compdtition.
It enades managersto face problemsrelated to technology and ingtitution.
It helpsin devdoping better relationswith the labors.

Executivesneed training and education to understand and adjust to changesin socio-
economic changes.

Executive development isrequired to broade the outlookof managers.

3.5.2FactorsInfluencing Exeautive Development

A host of fadorsinfluencing the executive development processesin organizationsare asfollows:-

Failureto trainthe manageswill lead to ineff ective and inefficient managerswho negatively
affed the organizaion® performance
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In the absence of training and developmental avenues, the performing managers may get de-
motivated and frustrated in leading the organizations. Thiswould lead to severelossesfor the
organizationinfinancid parameters, intermsof the cogt of rea uiting and training the new incumient.

The organizationa performance may be afeded by the loss of market shares, lower sdes,
recuced profitabili ty, etc.

The absencé shortage of trained and skill ed managers make it important for the organizationsto
have appropriate retention strateges. Training and development is being used by organizations as
apart oftheir retention strategy.

Thecompetitive pressuresmakeit necessry for organizationsto continuoudy roll out new products
ard services, and also maintain the qudlity of the existing ones. Thetraining and deveopment of
managers would help themin developing the competenciesin these areas.

The competitive environment ismaking it imperative for the organizeationsto continuoudy restructure
and re-enginee, and to embark upon these processes, it isessential for the organizationsto train
themanagers for the new scenarios.

Process

Contemporary organzations have realized the importance of human capita and increasingly finding its
necessary to continuoudly train and develop human resources. Thetraining ard development needs of the
employees cannot be looked at inisolation; any proadive organizaion hasto view theindvidual training
needsinthe overal organizationa context. Thetraining and development processes are not longer adjunct
to other degpartments but have become apart of organizational strategy and one of the key organizational

object

ives. The process of arriving at the development needs of the executives can be comprehensively

viewed throughtheprocessgivenin Fig.-

Organiz ational Strategy S

Organi zational Objedives

Stagell | J

Id entif y Com pete <

Competency < > » Carea Planning
\
Trainingheeds-as
sesgnent
Annual TrainIng Plan Stage Il
Cor;iu_ct of J
Trakning

Review of Training A
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Exeautive Development Process
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3.5.4The Process of Exeautive Devéopment

Stagel: Inthe Stagel, at themacro lewel, there are three key elements are considered as competitive
advantage, organizationd strategy and organizationa objedives. The analyss of competitive environment
helpsthe organizaion to deddeits competitive positioning in the market place based on which the
organizationd grategy isdrawn out in an attempt to transform or reposition of the organization. Themacro
view is broken down into spedfic organizational objedives for further dissemination to functional/
depatmenta, andindividud level.

Stagell : Thisstageismost importart and crucial phase of executive development process. Thisstage
deals andysis onthe competency mapping, identification of competency gap and caree planning. Inthe
compeency stage which helpsto capure the competencies of dl the employees of the organizaionwhich
includesthe capaities of the management also. In the second stage, the organizational requirementsand
competency gap to beanalyzed. Inthethird phase, thisdedswith identifying and verifying the organizationa
need, individual growthand along with caree planning of theexeautives.

Stagelll : Thisstageis congisting of threelevels. Thefirst level of this stagededswith the adivities
involving training need assessment of indivi duas and of al employees based on which Annual Training
Plan (ATP) isdrawn. Based on the annual training plan the employees are chosen to exposeto either
corporate training program, for internal training programs and external organizaions. While dedding the
venue and types and nature of the training program the personnel department and training fadlitator should
congde the variousissieslike no of executives, cost, outsourcing and avail abili ty of tedhnicd expertisein
the organizations. In case of organizational development related exercises, the combination of internal and
externa training programs should be arrange for the all employee of the organization.

Though the money, infrastructure and finally the manpower to be utili zed in the whole process keeprg into
this, the top management hasto take decision in thisregard. The training department, management and
HR Department should work in union. It isacolledive phenomenon, whichismostly initiatives, motives of
thetop management. I entire process of exeautive development ismostly determined by its efficacyand
itseffediveness

Apart fromthisthe process of exeautive development can be defined in several other wayswith slight
difference

The process of executive devdopment isasfollows:

1. Analysisof Development Neads: First of al the presert and future development needs of the
organization are ascertained It is necessary to deermine how many and wha type of executives
arerequired to meet the presert and future needs of the enterprise.

2. Appraisal of thePresent Managerial Talent: A qualitative assessment of the existing executives
ismadeto determinethetype of exeautive talent available within the organization.

3. Planning Individual Development Programmes. Each one of ushasaunique set of physcal,
intellecdud and emotiond charaderistics. Therefore, development plan should be tall or-mace for
eahindvidual.

4. Establishing Training and Development Programme: The HR department prepares
comprehensive and well conceived programmes.
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5. Evaluating Devdoping Programs. Considerable money, time and efforts are spent on exeadutive
development programmes. It istherefore natural to find out to what extent the programmeés
objectivehasbeenachieved.

3.5.5Evaluation of Executive Development

Inthe competitionscenario, where the focusis onefficiency and profitabili ty and the return oninvestment
(ROI) on dl the adivities of the organizaion, exeautive development cannot be an exception to the
phenomenon. Theevauation of the process assimes importance fromthefollowing paspedives.

Improving thequality of thetraining and development process

Improving theefficiency and competency ofthetrainers.

Makingimprovementsin the system to make it moreresponsive and redistic.

Aligning thetraining adivitiesto theorganizational objedives.

Building the cost implications of thetraining into the organizationa budget.

Evauaing theROI onaccount of training and development to justify further investments.

Changng the perception of the management on training as expenditure to more asan investment
for thefuturegrowth of the organizaion.

Thelevelsof evaluationinclude thereactionlevel, immedate level, intermedate level, and ultimete level.
For the purpose of evaluation, it is esential to colled the data for which there should be appropriate
measuresfor data colledion, both during the course of the training programme and after the training
programme. Some of the methodsbeing used by experts are salf-complete questionnaires, interviews,
observations, and desk research. The desk research involveslow cost and lessamount of time.

3.5.6 Methods of Exeautive Development

Managament development programs help in acquring and developing manageia skill and knowledge. A
Varity of methods of management development have come into prominence these days. Different types of
techniques are used to acquire and devdop varioustypes of managerial skill and knowledgeas givenin
thetable below:

S. Competency Development Area M ethods
No.
1. | Decision-making skill In-basket, Business games, Case study
2. | Interpersona skill Role plying, Sensitivity Training
3. | JobKnowledge On-the-Job experiences, Coaching, Understudy
4. | Organizational Knowledge Job Rotation, Multiple Management
5. | General Knowledge Special course, Special Meeting, Specific Reading
6. | Spedficlndividual Needs Special Projects, Committee Assgnments

Managerial Training/ M anagement development: Thefollowing diagram showsthe stagesinvolved
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inthemanagerid training.
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Organizational Planning Stage |
Progran"l'ageting Stage |
Discovering tk;e key position Stage 11
Ap;Oféi sl Stage IV

Repl acement‘ski Il abilities Stage V
Individud o;evelopment Stage VI
Eval‘uation Stage V11

Stagesof Managerial Training

Inall abovestages, we should satisfy the following essential aspedsin order to makethe programmes a
success:

Policy deasions

Acceptane

Appredation

Suppat

Condudive atmosphere

Strong urgefor learning

Participation

I dentification of strength ard weakness
. Involvement

10. Sdf-devdopment

© 00 N O O s~ wDdhPRP

A number of executive development methods areavailable. Generdly these methodsare used in comlngion
of two ormore,

Thevarioustedniques of exeautive development may be classified into two broad caegories. -



BA7204
HUMAN RESOURCE MANAGEMENT

1.0n the Job Tedhniques: It isdelivered to employees while they perform their regular jobs. Inthis
way, they do not losetime whilethey arelearning. After aplan is developed for what should be taught,
employees should beinformed of the detail s. A time-table should be establi shed with periodic evauaions
to inform employees about their progress On-the-job techniquesinclude orientations, job instruction
training, apprenticeships, internships and assstantships, jobrotationand coaching. It consistsof: -

Coaching-Coacling is aone-to-one relationship between trainees and supervisors which offers
workers continued guidance and feedbak on how well they are handing thar tasks. The coach
assignsthetask, monitorsthe trainee behavior, and provides reinforcement and feedback. Coaching
iscommonly used for al kinds of trainees, from unskill ed to managerial position. Thismethodis
criticdly dependson thequdity of the coach.

Under Sudy- An undersudy may be assstant to someone or spedd assstant to some
upervisory or exeaitive postions. He leans by experience, observation, guidance and
coaching
Postion Rotation-Thisinvolves the movement of thetraineefromone jobto another. Thishelps
himto haveagenerd understianding of how the organizaion functions. Apart from releasing boredom,
Jobrotationalowsworkersto buld rapport with awide range of individua s within the organization,
facili tating future cooperation among various depatments. Such cross-trained personnel offer a
gred ded of flexibility for organizaions when transfers, promotions or replacement become
inevitable.

Multiple M anagement- It provides knowledyealout the organization to the junior and middle
manageria personnd. Herethe members are exposed to all types of the decisontaken at higher
level.

2. Off-the-Job Technique: It consistsof :

Ledures It is a traditiona and direct method of ingrudion. The ingructor organizes the
materid and givesit to agroup of traineesin theform of atalk. To be effective, theledure must
motivate and create interest among the trainees. An advartage of this methodisthat it is direct
ard can be used for alarge group of trainees. The mgjor limitationof thismethodisthet it doesnot
providefor thetransfer of training effedively.

Case Studies- It preserts the trainess with a written description of a busness or
organizationd problem. The objed of the case method is to tead the trainees how to
analyze information, generate adternative dedsions, and evaluate the dternatives. Cases can be
analyzed by indviduds or small groups. Feedback and reinforcement are provided through
oral discusgon or written comments fromtheinstrudor.

Group Discussons- Thismethod isadired discusson on aspedfic topic conducted with a
relatively small group of trainees Thismethod is useful for teading and exploring difficult concgptua
materials, and for changing attitudes and opinions. It provides opportunity for feedbadk,
reinforcement practice, motivation, and transfer, largely dueto the active interchange of ideas
between the paticiparts.

RolePlaying- Inmost of role-playing assgnments, eat of the student takestherole of aperson
affected by anissuesonhumean lifeand effect the human ectivities al around usfrom the perspective
of that person.

M anagement Games- Verities of business and management games hawe been devised ard
are being used with the varying degree of success in the developing programmes. A
management gameisclassoomexercisein whichanumber of team of trainees competesagainst
each other to achieve certain objectives.
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Senditivity Training- It has been succesgully employed by behavioral scientists over the
past thirty yeas. Sensitivity to the circumstances and feeling of others is the cornerstone of
human relationships. It isimportant to notethat sensitivity isnot just an emotion; it must express
itsdf in actionsaswell, especially when peoplewe know are experiencing pain and difficulties.

3.6 Benefits:

Increased job satisfaction and morale among employees

Increased employee motivation

Increased efficiencies in processes, resulting in financial gain

Increased capacity to adopt new technologies and methods

Increased innovation in strategies gmdducts

Reduced employee turnover

Enhanced company image, e.g., conducting ethics training (not a good reason for ethics
training!)

1 Risk management, e.g., training about sexual harassment, diversity training
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3.6 Self Development:

Self development desceb taking steps to better yourself, such as by learning new skills
or overcoming bad habits. An example of self development is taking courses at the university to
learn new skills and interesting things.

Personal d evelopment includes activities thairowe awareness and identity, develop talents and
potential, build human capital and facilitates employability, enhance quality of life and contribute
to the realization of dreams and aspirations. The concept is not limited -teekelbut includes

formal and informal activities for developing others, in roles such as teacher, guide, counsellor,
anager, coach, or mentor. finally, as personal development takes place in the context of
institutions, it refers to the methods, programs, tools, technigndsassessment systems that
support human development at the individual level in organizations.

3.7Knowledge Management:
Knowledge managementkKM )

It is the process of capturing, developing, sharing, and effectively using organisational
knowledge It refers to a multdisciplined approach to achieving organisational objectives by
making the best use of knowledge.

An establishedlisciplinesince 1991 (seBonaka 199}, KM includes courses taught in the fields
of business administratipninformation systems management, and librargnd information
sciences(Alavi & Leidner 1999.More recently, other fieldhave started contributing to KM
research; these include information and med@anputer sciengepublic health and public
policy® Columbia Universityand Kent State Universityoffer dedicatedMaster of Science
degrees in Knowledge Management.

Many large companies, public institutions and4poafit organisations have resources dedicated to
internal KM efforts, often as a part of théusiness strategynformation technologyor human
resource managemeimiepartments.Several consulting companies progitategy and advice
regarding KM to theserganisations.

Knowledge management efforts typically focus on organisatiobgdctivessuch as improved
performancecompetitive advantagennovation the sharing of lessons learned, integration and
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continuous improvemertdf the organisation.KM efforts overlap witirganisational learningnd
may be distinguished from that by a greater focus on the raareag of knowledge as a strategic
asset and a focus on encouraginggharing of knowledgB? It is an enabler of organisational
learning.

3.7.1Dimensions

Different frameworksfor distinguishing between different ‘'types of' knowledge exist.One proposed
framework for categorizing thdimensionsof knowledge distinguishes betwetatit knowledge
andexplicit knowledge Tacit knowledge represents internalized knowledge that an individual may
not be consciously aware of, such as how he or she accomplishes particular tasks. At the opposite
end of the spectrum, explicit knowledge represents knowledge thaintdindual holds
consciously in mental focus, in a form that can easily be communicated to ofess. &

Leidner 200).Similarly, Hayes and Walsham (2003) désercontent and relational perspectives

of knowledge and knowledge management as two fundamentally different epistemological
perspectives.The content perspective suggest that knowledge is easily stored because it may be
codified, while the relational pgpective recognizes the contextual and relational aspects of
knowledge which can make knowledge difficult to share outside of the specific location where the
knowledge is developed.

Dialogue

Socialization Externalization

Field (Team Eg}li:ﬁ
Building Knowledge

Internalization Combination

Learning by doing

The Knowledge Spiral as described by Nonaka & Takeuchi.

Early researchugygested that a successful KM effort needs to convert internalized tacit knowledge
into explicit knowledge to share it, and the same effort must permit individuals to internalize and
make personally meaningful any codified knowledge retrieved from the Hduit.8ubsequent
research into KM suggested that a distinction between tacit knowledge and explicit knowledge
represented an oversimplification and that the notion of explicit knowledge -sosétadictory.
Specifically, for knowledge to be made explicit must be translated into information (i.e.,
symbolsoutside of our headsSérenko & Bontis 2004Later on, Ikujiro Nonaka proposed a
model (SECI for Socialization, Externalization, Combination, Internalization) which considers a
spiraling knowledge process interaction betwegplicit knowledgeand tacit knowledgeNonaka

& Takeuchi 199%In this model, knowledge follows a cycle in which implicit knowledge is
‘extracted' @ become explicit knowledge, and explicit knowledge isnternalized' into implicit
knowledge.

A second proposed framework for categorizing the dimensions of knowledge distinguishes
between embedded knowledge ofystemoutside of a human individual (e.g., an information
system may have knowledge embedded into its design) and embodied knowledge representing a
| earned capabi | ndrvgusaaodendacring systean(®Benskg 20QP0 s

A third proposed framework for categorizing the dimensions of knowledge distinguishes between
the exploratory creation of "new knowledge" (i.e., innovation) vs tridnesferor exgoitation of
"established knowledge" within a group, organisation, or community.Collaborative environments
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such as communities of practice or the usesadial computingtools can be used for both
knowledge creation and transfer.

Strategies

Knowledge may be accessed at three stages: before, during, or aftereld{ad
activities.Organisations have tried knowledge captumeentives including making content
submission mandatory and incorporating rewards ip&rformance measuremenilans.
Considerable controversy sk over whether incentives work or not in this field and no consensus
has emerged.

One strategy to KM involves actively managing knowledge (push strategy). In such an instance,
individuals strive to explicitly encode their knowledge into a shared knoelegfgpsitory, such as

a databaseas well as retrieving knowledge they need that other individuals have provided to the
repository. This is commonly known as the Codification approach té KM.

Another strategy to KM involves individuals making knowledge requests of experts associated
with a particular subject on an ad hoc basis (pull strategy).In such an instance, expert individual(s)
can provide theiinsightsto the particular person or people needing tBisofvden 200RThis is
commonly known as the Bs®nalisation approach to KM.

Hansen et al. propose a simple framework, distinguishing two opposing KM strategies:
codification and personalization. Codification focuses on collecting and storing codified
knowledge in previously designed electronic datebaso make it accessible to the
organisation.Codification can therefore refer to both tacit and explicit knowledge. In contrast, the
personalization strategy aims at encouraging individuals to share their knowledge
directly.Information technology plays &ds important role, as it is only supposed to facilitate
communication and knowledge sharing among members of an organisation.

Other knowledge management strategies and instruments for companies include:

1 Rewards (as a means of motivating for knowledgeistpar

1 Storytelling(as a means of transferring tacit knowledge)

1 Crossproject learning

1 After adion reviews

1  Knowledge mapping (a map of knowledge repositories within a company accessible by all)

T Communities of practice

1 Expert directories (to enable knowltpe seeker to reach to the experts)

1 Best practice transfer

T Knowledge fairs

1 Competence management (systematic evaluation and planning of competences of
individual organisation members)

1 Proximity & architecture (the physical situation of employees cagither conducive or
obstructive to knowledge sharing)

T Masterapprentice relationship

1 Collaborative technologiegifoupware etc.)

T Knowledge repositories (databasespkmarking engine®tc.)

1 Measuring and reporting intellectual capital (a way of making explicit knowledge for

companies)

1 Knowledge brokergsome organisational members take on responsibility for a specific
"field" and act as first reference on whom to talk about a specific subject)

1 Social softwardwikis, social bookmarking, blogs, etc.)

Inter-project knowledge transfer

=
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Motivations

There are a number of claims as to thativationleading organisations to uedake a KM effort.
Typical considerations driving a KM effort include:

T Making available increased knowledge content in tlewelopmentand provision of
productsandservices

T Achieving shortenew product developmenycles

T Facilitating and managing innovation and organisational learning

1 Leveraging thexpertiseof people aarss the organisation

1 Increasingnetworkconnectivitybetween internal and external individuals

T Managing business environments and allowing employees to obtain relevant insights and
ideasappropriate to their work

T Solving intractable owicked problems

1 Managing intellectual capital and intellectual assets in the workforce (such as the expertise

andknow-how possessed by key indiuals)
3.7.3KM Technologies:
Knowledge Management (KM) technology can be divided into the following general categories:

Groupware

Workflow

Content/Document Management
Enterprise Portals

elLearning

Scheduling and planning

Tele presence
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Groupware refersot technologies that facilitate collaboration and sharing of organizational
information. One of the earliest very successful products in this category was Lotus Notes. Notes
provided tools for threaded discussions, sharing of documents, organization vt lemail,

etc.

Workflow tools allow the representation of processes associated with the creation, use, and
maintenance of organizational knowledge. For example the process to create and utilize forms and
documents within an organization. For exampleyaskflow system can do things such as send
notifications to appropriate supervisors when a new document has been produced and is waiting
their approval.

Content/Document Management systems are systems designed to automate the process of creating
web contehand/or documents within an organization. The various roles required such as editors,
graphic designers, writers, and producers can be explicitly modeled along with the various tasks in
the process and validation criteria for moving from one step to @ndth this information can be

used to automate and control the process. Commercial vendors of these tools started to start either
as tools to primarily support documents (e.g., Documentum) or as tools designed to support web
content (e.g., Interwoven) bas the Internet grew these functions merged and most vendors now
perform both functions, management of web content and of documents. As Internet standards
became adopted more and more within most organization Intranets and Extranets the distinction
between the two essentially went away.

Enterprise Portals are web sites that aggregate information across the entire organization or for
groups within the organization such as project teams.
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eLearning technology enables organizations to create customizedgraimd education software.

This can include lesson plans, monitoring progress against learning goals, online classes, etc.
eLearning technology enables organizations to significantly reduce the cost of training and
educating their members. As with most K&thnology in the business world this was most useful

for companies that employ knowledge workers; highly trained staff with areas of deep expertise
such as the staff of a consulting firm. Such firms spend a significant amount on the continuing
education b their employees and even have their own internattiioé schools and internal
education staff.

Scheduling and planning tools automate the creation and maintenance of an organization's
schedule: scheduling meetings,notifying people of a meeting, etexample of a well known
scheduling tool idMicrosoft Outlook The planning aspect can integrate with project management
tools such adMicrosoft Project Some of the earliest successful uses of KM technology in the
business world were the development of these types of tools, for example online versions of
corporate "yellow pages" with listingf contact info and relevant knowledge and work history.

Telepresence technology enables individuals to have virtual meetings rather than having to be in
the same place.
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CHAPTER IV

SUSTAINING EMPLOYEE INTEREST

4.1 Compensation is atool used by management for a variety of purpose to further the existence
of the company. It is a remuneration thet an employee recaves in return for his or her contribution in
theorganisation. So, the employee compensation programs are designed to attrad capdole employeesto
the organisation, to motivate them towards superior performance ard to retain their services over an
extenced periodof time.

Meaning and Definition of Compensation

In layman@ languagethe word Gcompensationdmears something, such as money, given or received as
paymert for service. The word compensation may be defined as money received in the performance of
work, plusthe many kinds of bendits and servicesthat organization providestheir employee It refersto
widerange of financial and non-financid rewards to employee for their service rendered to the orgenization.
It ispaid in the form of wages, salaries, specia alowanae and employee benefits such as paid vacation,
insurance, maternity leaves, freetrave fadlity, retirement benefits etc.
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According to Wendell French,0 Compensationisacomprehansive term which includeswages, sdaries
ard al other alowane and benefits 0

Wages are the remuneration pad for skill ed semi-skill ed and unskilled operative workforce. Salaryisthe
remuneration of those employeeswho provides menta labour to the employer such as supervisor, office
staff, executive etc wages are paid ondaily or hourly basiswhereas saary ispaid on monthly basis.

4.1.20Dbjedives of Compensation Planning

The basic purpose or objedive of establishing sound compensation isto establish and maintain an equitable
rewards system. The other amisthe establishment and maintenance of an equitable compensation sructure
i.eanoptimal balancing of conflicting personnel interest o that the satisfaction of employees andemployers
ismaximised and conflicts minimized, the compensation management is concerned with the financial agpect
of employeesneed motivationand rewards.

A sound compersation structuretriesto achieve these objedives:
To attract manmwer inacompetitive market.
To control wages and salaries and labour costs by determining rate change and frequency of
increment.
To maintain satisfactionof employees by exhibiting that remunerationisfair adequate and equitable.
To induce and improved performance, money isan effective motivator.

a) ToEmployees:

i. Employeesarepaid according to requirement of their jobsi.e highly skill ed jobs are paid more
compensation thanlow skill ed jobs. Thisdliminatesinequalities.

i. Thechancesoffavouritismareminimised

iii. Jobssequence and lines of promotionare estaldished whereve they are applicale.

iv. Employedsmoral and motivation areincreased because of the sound compensation structure.

b) To Employers:

i. They cansystematicaly planforand control theturnover inthe organization.

il. A sound compensation sructurereducesthelikeihood of friction and grievance over remunerations

iii. It enhancean employeemoraeand motivation because adequate and fairly adminigtrative incentives
are basisto hiswantsand need.

iv. It attractsqualified employees by ersuring and adequae paymert for all thejobs.

V. Indedingwithatradeunion, they can explainthe basisof their wages programme becauseit is
based upona systematic aralyssof jobsand wagesfads.

4.1.3Factors Affeding Compensation Planning

Factors determining compensation of an employee consderalde amount of guessword and negotiation
areinvolved. But following are the certain fadors which have been extraded as having an important
beaing uponthefina degsion:

a) Supply and Demand of L abour: Whatever the organization produces as commodity they desire
services and it must pay apricethat of workersading in concet. If more thelabour isrequired,
such asat war time prosperity, there will betendency to increase the compensation; whereasthe
stuaionwhen anything worksto deaeasethe supgy of labour, such asrestriction by aparticular
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labour union, therewill be atendency to increase the compersation. Thereverse of each Stuation
islikely to result in adeaeasein employee compensation, provided, lalbour union, ability to pay,
productivity, government do not intervene.

b) Ability to Pay: Labour Unions has often demanded an increase in compensation on the basis
that thefirmis prosperousand ableto pay.

c) Managementd Philosophy: Manayement® desire to maintain or improve moral, attract high
cdibre employees, redice turnover, and improve employees standard of living also affed wages,
asdoestherdativeimportance of agiven positionto afirm.

d) Legidation: Legidationreatedto playsavita rolein determining interna organization practices.
Various acts are prescribed by government of country for wagehourslaws. Wage-hour laws set
limits on minimum wages to be paid and maximum hoursto be worked In India minimum wages
ad 1948 refleding the wage policy for an organization and fixation of minimum rates of wagesto
workersin sweaed industries. In 1976equal remuneration ad was enaded which prohibits
discriminationin mattersrelating to remunerationonthebasis of religion, region or gender.

414N arious M odes of Compensation

Various modes of compensation are asfollows-

a) Wages and Salary- Wagesrepresent hourly rates of pay and salary refersto monthly rate of pay
irrespective of the number of hoursworked. They are subject to annual incremerts. They differ
fromemployeeto employee and deperd uponthenaure of jobs, senority ard merit.

b) Incentives- These are also known as payment by results. These are paid in addition to wages
and salaries. Incentive depends upon produdivity, sales, profit or cost redudion efforts. Incentive
schemeareof two types.

Individual incentive
schemes.

Group incentive
schemes.

C) FringeBenefits These are given to employeesin the form of berefits such as provident fund,
gratuity, medcd care, hospitali zation, acadent relief, hedth insurance, canteen, uniformetc.

d) Non- M onetary Benefits- They include chal enging job responsibilities, recognition of merit,
growth prospeds, competent supervison, comfortatde working condition, job sharing and flexi
time.

I ncentives

I ncentives are monetary benefits paid to workmen in lieu of their outstanding peformance Incentivesvary
fromindividual to individual and fromperiodto periodfor the sameindividud. They are universaland are
paid in every sedor. It worksas motivational force to work for their performance asincentive formsthe
pat tota remuneration. Incentives when adced to salary increase the eaning thus increase the stardard of
living. The advantage of incentive payment are reduced supervision, better utilisation of equipment, reduced
scrap, reduced lost time, reduced abserteeism and turnover & increased output.

According to Burack & Smith, fAnincentive schemeisaplan or programmeto motivateindividud or
groupon performance An incentive programme is most frequently built onmonitory rewads ( incertive
pay or monetary bonus), but may also include avariety of non mondary rewardsor prizes 0
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Kinds of I ncentives

Incertives can be classfied under thefollowing categories.

1. Indvidud and Organizationa Incentives
2. Financial and Non-Financiad Incantives
3. Positive and Negative Incentives

1) Individual and Organizational Incentives Accadingto L.G Maggnson, findividua incentives are
the extracompensation paid to an individual for all production over a specified magnitudewhich stems
fromhisexercise of morethan normd Kill, effort or concentration when acamplished in apredeemined
way involving standard tools, facilities and materials.0 Individua performane is measured to calcuate
incentive where as organizaional or group incentive involve cooperation among employees, management
and unionand purport to accomplish broader objedives such as an organizaion-wide redudionin labour,
material and supply costs, strengtherning of employee loyalty to compary, harmonious managmert and
decreased turnover and absenteeism

I) Individual Incentive System isof two types:
a) Timebased System- It indudes Halsey Plan, Rowan Plan, Emerson Plan ard
Bedeaix Plan
b) Productionbased System it includes Taylor& Differential Piece Rate System, Ganttés
Task and BonusPlan

I1') Group Incentive System isof following types

a) Scalon Plan

b) Priestman& Plan

¢) Co-Partnership Plan
d) Profit Sharing

Someimportant these plansof incentive wage payments are asfollows:
Halsey Plan- Under this plan agtandad timeisfixed in advance for completing awork. Bonus
isrewarded to the worker who perform hiswork in lessthan the standard time and paid wages
according to thetimewage system for the saved time.
Thetotal earningsof theworker =wagesfor theactual time+ bonus

Bonus =33.5% of thetime saved (stardard time set on past experience)
Or
50% of thetimesaved (standard are sciertifically set)
Example Timerequired to completejob (S) =20 hours

Actual Timetaken(T) =15hours
Hourly Raeof Pay (R) =Rs1.5
Calculatethe wageof theworker.
Solution: TXR+(ST)XR
2
15X 1.5+ (2015 ) X 1.5=225+3.75=26.25Rs
2

Inthisequation 3.75 Rsaretheincentivesfor saving 5 hours.

Rowan Plan i Under thismethod minimum wages are guaranteed given to worker a the ordinary
ratefor thetime taken to complete the work. Bonusisthat proportion of the wages of thetime
taken which thetime saved bearsto the sandard time allowed.



BA7204

HUMAN RESOURCE MANAGEMENT

Incentive=Wagesfor actual timefor completing thework + Bonus where,
Bonus = ST XTXR

S
Emerson Plan i Under this system, wages onthetime bads are guaranteed even to those workers
whose output is bdow the standard. The workerswho prove efficiert are paid abonus. For the
purpose of determining efficiency, either the standard output per unit of timeisfixed, or the stardard
timefor ajobisdetermined, ard efficiency is determined on the basis of acomparison of actual
peformance againg the standard.

Bedeaux Plan 1 It providecomparable standardsfor all workers. The valueof time saved is
divided both to the worker and his supervisor in theratio of ¥2and ¥ respectively. A supervisor
aso hepsaworker in saving histime so heis aso given some benefit in this method. The sandard
time for each jobis determined in terms of minutes which are called Bedeaux pointsor B&. each
B represents one minute throughtime and motion study. A worker is paid time wages upto
standard B& or 100% performarnce Bonusis paid when actual performance exceeals standard
performaneintermsof B&.

Taylor &G Differential Piece Rate System - FW. Taylor, founder of the scientific maragemert
evolved thissysem of wage payment. Under this system, thereis no guarantee of minimum wages.
Standard time and sandard work isdetermined on the basis of time study. Themain charaderigtics
of this system isthat two rates of wageone lower and one higher arefixed. Thosewho fail in
attaining the sandard, are paid at alower rate and those exceeding the standard or just attaining
the standard get higher rate. Under this system, a serve penalty is imposed on the inefficient
workersbecause they get the wages at lower rates. The basic ideaunderlying in thisschemeisto
induce theworker at least to attain the sandad but at the sametimeif aworker isrelatively less
efficient, he will lose much. For example, the standard isfixed at 40 units per day and the piece
rateare40P. and 50P. per unit. If aworker produces 40 unitsor morein aday, hewill get the
wages at the rate of 50 P per unit and if he produces 39 units will get the wages at 40 paise per
unit forthetota output.

Gantt&Task and BonusPlan- Inthis aminimumwageis guaranteed. Minimumwageis
given to anybody, who completesthe job in standard time. If the job iscompleted in lesstime,
thenthereisahikeinwage-rate. Thishikevaries beween 25% to 50% of the standard rate.

Profit Sharingi It isamethod of remuneration under which an employer pay hisemployeesa
sharein form of percertage from the net profits of an erterprise, in addition to regular wages at
fixedintervasoftime.

2) Financial and Non-financial Incentives- Individua or group performance can be measured in
finandal terms. It meansthat ther performance isrewarded in money or cash asit hasagred impact on
motivationas asymbol of accmplishment. These incentives form visible and tangible rewads provided in
recognition of accomplishmert. Financial incatives include salary, premium, reward, dividend income
oninvestment etc. On the other hand, non-financia incatives aretha socia and psychologicd attradion
which encouragespeopleto do thework efficiently and effectively. Non-financial incentive can be delegation
of responsbility, lack of fear, worker& participation, title or promotion, constructive attitude, security of
service, goodleadership etc..

3) Postive and Negative Incentives- Positive incertives are those agreealde factorsrelated to work
stuationwhich prompt an individual to attain or excel the standardsor objectivesset for him, whereas
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negdive incertives are those disageealbe factors in awork situation which an individua wants to avoid
and strivesto accomplish the sandards requred on his or her part. Positive incentive may include expected
promotion, worker& preference, competition with fellow workers and own & record etc. Negative
incenivesindudefear of lay off, discharge, reduction of salary, disapproval by employer etc.

Fringe Benefits

Employees are paid severa bendits in addition to wages, salary, dlowancees and bonus. These benefits
and services are cdled dringe benefitsdbecause these are offered by the employer as afringe. Empoyees
of the organzation are provided severd bendits and services by the employer to maintain and promote
employeds favorable attitude towards the work and work environment. It not only increases their morae
but also motivate them. These provided berefits ard services forms the part of salary and are gererdly
refereed asfringe bendits.

According to D. Belcher, fiFringe benefits are any wage cost not directly conneded with the employees
produdive effort, performance, service or saaificed. According to Werther and Davis, fifFringeembrace a
broad range of benefits and services that employees recave as pat of their tota compensation, package

pay or direct compensationand isbased on critical job factorsand performanceo.

Accarding to Cockman, il Employee benefits are those benefits which are supdied by an employer to or
for the benefits of an employee and which are not in the form of wages, salaries and time rated paymentso.
These are indirect compensation as they are extended condition of employment and are not related to
peformance diredly.

Kinds of Fringe Benefits

Thevarious organizationsin Indiaoff ersfringe benditsthat may be categorized asfollows:

1) Old Ageand Retirement Benefits - these includeprovident fund schemes, pension schemes,
gratuity and medica benefits which are provided to employee after their retirement and during old
age as asense of seaurity aboutther old age.

2) Workman& Compensation - these benefits are provided to employeeif they aregotignored or
dieunde the working conditions ard the sole responsibility isof the employer.

3) Employee Searity- Regular wage and salary isgivento employeethat givesafeding of security.
Other thanthis compersationisaso givenif thereislay-off or retrenchment in an organizaion.

4) Payment for Time Not Worked 1 Under this category of benefits, aworker is provided payment
for the work that has been performed by him during holidays and also for the work done during
odd shifts. Compensatory holidays for the same number in the same month are given if the worker
has not avail ed weekly holidays.

5) Safety and Health 7 Under this benefit workers are provided conditions and requirements
regading working condition with a view to provide safe working environment. Safety and Hedth
measures are also taken care of in order to proted the employees against unhedthy working
conditionsand acdderts.

6) Health Benefitsi Employeesarealso provided medicd serviceslike hospita fadlity, clinicd
facili ty by the organization.

4.2 REWARD

Reward Management is concerned with the formulation and implementation of strategies and
policies that aim to reward people fairly, equitably and consistently in accordance with thetovalue
the organization

4.2.10Dbjectives of Reward Management
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Motivate employees

Internal & external equity
Strengthen psychological contract
Financially sustainable

Comply with legislation

Efficiently administered
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4.2.2Basic Types of Reward
T Extrinsic rewards
T satisfy basic needs: survival, security
T Pay, conditions, treatment
T Intrinsic rewards
| satisfy higher needs: esteem,development
Rewards by Individual, Team, Organisation
1 Individual: base pay, incentives, benefits
T rewards attendance, performance, competence
1 Team
| team bonus, rewards group cooperation
T Organisation
| profit-sharing, shares, gasharing

Role of Compensation and Reward in Organization:

Compensation and Reward system plays vital role in a business organization. Since, among four Ms,
i.e Men, Material, Machine and Money, Men has been most important factor, it is impossible to

imagine a business process without Men.

HUMAN RESOURCE MANAGEMENT

Support the organisationds strategy

Land, Labor, Capital an@rganization are four major factors of production.

Every factor contributes to the process of production/businegxpiécts return from the business
process such as Rent is the return expected by the Landlord. similarly Capitalist expects Interest anc

Organizers i.e Entrepreneur expects profits. The labour expects wages from the process.

It is evident that other factors arehmman factors and as such labour plays vital role in bringing
about the process of production/business in motion. The otheordatteing human, has
expectations, emotions, ambitions and egos. Labour therefore expects to have fair share in the

business/production process.

Advantages of Fair Compensation System:
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Therefore a fair compensation system is a must for every businessizatigem The fair
compensation system will help in the following:

1 If an ideal compensation system is designed, it will have positive impact on the
efficiency and results produced by workmen.

1 Such system will encourage the normal worker to perform bettdr aghieve the
standards fixed.

1 This system will encourage the process of job evaluation. It will also help in setting up an
ideal job evaluation, which will have transparency, and the standards fixing would be
more realistic and achievable.

1 Such a system ould be well defined and uniform. It will be apply to all the levels of the
organization as a general system.

1 The system would be simple and flexible so that every worker/recipient would be able to
compute his own compensation receivable.

1 Such system woulbe easy to implement, so thatwould not penalize the workers for
the reasons beyond their control and would not result in exploitation of workers.

1 It will raise the morale, efficiency and cooperation among the workers. It, being just and

fair would povide satisfaction to the workers.

Such system would help management in complying with the various labor acts.

Such systemwould also bring about amicable settlement of dispubesween the

workmen union and management.

1 The system would embody itself thprinciple of equal work equal wages.
Encouragement for those who perform better and opportunities for those who wish to
excel

= =4

4.2.3Types of rewards

Rewards serve many purposes in organisations. They serve to build a better employment deal, holc
on to goa employees and to reduce turnover.

The principal goal i's to increase peopl e’
productivity.

S w

Most people assimilate "rewards", with salary raise or bonuses, but this is only one kind of reward,
Extrindc reward. Studies proves that salespeople prefer pay raises because they feel frustrated by
their inability to obtain other rewards,but this behavior can be modified by applying a complete
reward strategy.

There are two kinds of rewards:

1 Extrinsic rewardsconcrete rewards that employee receive.

o Bonuses: Usually annually, Bonuses motivates the employee to put in all endeavours
and efforts during the year to achieve more than a satisfactory appraisal that increases
the chance of earning several salariesuagp sum. The scheme of bonuses varies
within organizations; some organizations ensure fixed bonuses which eliminate the
element of asymmetric information, conversely, other organizations deal with
bonuses in terms of performance which is subjective aayl adevelop some sort of
bias which may discourage employees and create setback. Therefore, managers must
be extra cautious and unbiased.

o Salary raise: Is achieved after hard work and effort of employees, attaining and
acquiring new skills or academic cédates and as appreciation for employees duty
(yearly increments) in an organization. This type of reward is beneficial for the
reason that it motivates employees in developing their skills and competence which is
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also an investment for the organizatioruedto increased productivity and
performance. This type of reward offers letegm satisfaction to employees.
Nevertheless, managers must also be fair and equal with employees serving the
organization and eliminate the possibility of adverse selectionendmene employees

can be treated superior or inferior to others.

Gifts: Are considered shetéerm. Mainly presented as a token of appreciation for an
achievement or obtaining an organizations desired goal. Any employee would
appreciate a tangible matter thmosts their selésteem for the reason of recognition

and appreciation from the management. This type of reward basically provides a clear
vision of the employeebs <correct path
increasing their efforts to achie higher returns and attainments.

Promotion: Quite similar to the former type of reward. Promotions tend to effect the
long-term satisfaction of employees. This can be done by elevating the employee to a
higher stage and offering a title with increasedoantability and responsibility due

to employee efforts, behaviour and period serving a specific organization. This type
of reward is vital for the main reason of redundancy and routine. The employee is
motivated in this type of reward to contribute alls hefforts in order to gain
managements trust and acquire their delegation and responsibility. The issue revolved
around promotion is adverse selection and managers must be fair and reasonable in
promoting their employees.

Other kinds of tangible rewards

Intrinsic rewards: tend to give personal satisfaction to individno@rmation /
feedback: Also a significant type of reward that successful and effective managers
never neglect. This type of rewards offers guidance to employees whether positive
(remain ontrack) or negative (guidance to the correct path). This also creates a bond
and adds value to the relationship of managers and employees.

Recognition: Recognition: (S recogni zi
appreciation. This type of reward may ¢athe presence of being formal for example
meeting or infor mal such as a -eStpemtando n |

happiness which will result into additional contributing efforts.

Trust/empowerment: in any society or organization, trust ista aspect between
living individuals in order to add value to any relationship. This form of reliance is
essential in order to complete tasks successfully. Also, takes place in empowerment
when managers delegate tasks to employees. This adds importancenmployee
where his decisions and actions are reflected. Therefore, this reward may benefit
organizations for the idea of two minds better than one.

Intrinsic rewards makes the employee feel better in the organization, while Extrinsic rewards focus
on the performance and activities of the employee in order to attain a certain outcome. The principal
difficulty is to find a balance between employees' performance (extrinsic) and happiness (intrinsic).

The

reward al so needs t gerdomlityaForcinstandd, ansports fan will h e
be really happy to get some tickets for the next big match. However a mother who passes all her
time with her children, may not use them and therefore they will be wasted.

When rewarding one, the manager ndedshoose if he wants to rewards an Individual, a Team or a
whole Organization. One will choose the reward scope in harmony with the work that has been
achieved.

|l

Individual

0
0

Base pay, incentives, benefits
Rewards attendance, performance, competence

1 Team: eam bonus, rewards group cooperation
1 Organization: profisharing, shares, gasharing
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4 .3 Motivation theories
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Firrysiological

An interpretation of Maslow's hierarchy of needs, represented as a pyramid with the more basic
needs at the bottom

Motivational theories arepfit into two groups as process and content theories. Content theories
endeavor to name and analyze the factors which motivate people to perform better and more
efficiently while process theories concentrate on how different types of personal traitsréngard

impact the human behavior.Content theories are highly related with extrinsic rewards, things that are
concrete like bonuses and will help improve employees' physiological circumstances whereas
process theories are concerned with intrinsic rewanas) as recognition and respect, which will

help boost employees confidence in the work place and improve job satisfaction.

A famous content theory would be Maslow's Hierarchy of Needs, and a famous process theory
would be the equity theory.

Theories ofmotivation provide a theoretical basis for reward management though some of the best
known ones have emerged from the psychology discipline. Perhaps the first and best known of these
comes from the work of Abr aham Madésawyramida s |
comprising a series of layers from at the base the most fundamental physiological needs such a:
food, water, shelter and sex, rising to the apex wherestlflisation needs included morality and
creativity. Maslow saw these levels of nebdsg fulfilled one at a time in sequence from bottom to

top. Empl oyment and the resources it brings
wor kpl ace may also contribute to a sense of 0
the need@steemdédsél evel 4).

Frederick Her-npgigde mbeiovgtorfirst publ i shed
job satisfaction or dissatisfaction is influenced by two distinct sets of factors and also that
satisfaction and disgafaction were not at opposite ends of the same continuum but instead needed
to be measured separately. The two sets of factors are motivator factors and hygiene factors.
According to Herzberg, real motivation comes from the work itself, from completskg,tahile

the role of reward is to prevent dissatisfaction arisifxgpectancy Theory is the theory which posits

that we select our behaviour based on the desirability of expected outcomes of the action. It was
most prominently used in a work context bictér Vroom who sought to establish the relationship
between performance, motivation and ability and expressed it as a multiplicative wirere
performance equals motivation x ability. There are a lot of attractions for this kind of approach,
particulaty for employers who can target their motivation effort and anticipate a definable
mathematical return for them. As this is a cognitive process theory it relies on the way employees
perceive rewards These three theories plus variants of them have been csedtless research
studies and continue to inform the practice of reward management up to the present day.

Job evaluation


http://en.wikipedia.org/wiki/File:Maslow's_Hierarchy_of_Needs.svg
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Job evaluatioris closely related to reward managernét is important to understand and identify a

job's order of importance. Job evaluation is the process which job's are systematically assessed fc
one another within an organization in order to define the worth and value of the job, to ensure the
principle of equal pay for equal work. In the United Kingdom, it is now illegal to discriminate
worker's pay levels and benefits, employment terms and conditions and promotion opp®doinitie
Evaluation is one method that can be adopted by companies in orderake sure that
discrimination is eliminated and that the work performed is rewarded with fair pay scales. This
system carries crucial importance for managers to decide which rewards should be handed out by
what amount and to whom. Job evaluation proviiesbasis for grading, pay structure, grading jobs

in the structure and managing job and pay relativities.

It has been said that fairness and objectivity are the core principals using an assessment of the natur
and size of the job each is employed tacaut.

There also many different methods of job evaluation which can be used, but the three simplest
methods are ranking, classification and factor comparison. However, there are more complex
variations of methods such as the point method which usessstalmeasure job factors. This
method does not not rank employees against one another but looks at the job as a whole. A
disadvantage of these methods of job evaluation are that they are very static and it would be very
difficult to perform a job evaluaiin quickly if it was needed.

An advisory company named ACAS stated that there were five main reasons why employers look at
performing a job evaluation. These include: When deciding on a pay scale: Making sure that the
current system is fair and equal Bnployees, Deciding on benefits such as bonuses,Comparing pay
against other companies and reviewing all jobs after a major company pay change . Employees nee
to feel that they are being paid a fair wage compared to the same job with the competitisrs If th

true it may help reduce staff turnover which is very beneficial for employers as it reduces the cost of
hiring new staff.

Research regarding job evaluation has mainly been conducted using qualitative data collection
methods such as interviews, laggale surveys and basic experimental methods. Therefore, there is
a large gap for research on job evaluation collecting quantitative data for a more statistical analysis.
A comparison between public and private sectors and the methods of job evaluatiother area

that should be considered for further research.

4.5 CAREER MANAGEMENT

Career development is an organized approach used to match employee goals with the business neals of
theagency insupport of workforce development initiatives. The purpose of caree devdopment isto:

Enhance each employeed current job performance.
Enaleindividudsto takeadvantage of futurejob opportunities.
Fulfil agenciesdgoasfor adynamic and effedive workforce

Carea development involves managing your career either within or between organizations. It dso indudes
leaning new sKill' s, and making improvements to help you in your caree. Carea development is an
ongoing, lifelong processto help you learn ard achieve more in your career. Whether you are looking at
making a careg change or moving up within acompany, planning your own caree development will help
you succeed. By creating a personal career development plan, you can set goals and objectives for your
own personal career growth. Don@ make the mistake of leaving your career development future in the
hands of your employer, hoping that you will get the next promotion or pay raise. This misconceptioncan
lead to job disstisfaction and resentmert. Caree plaming is a lifelong process which includes choosing
an ocaupation, getting ajob, growing in our job, possbly changing careers, ard eventualy retiring The
Caea Planning Site offers coverageof all these areas. This article will focuson career choice and the
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process one goes through in sleding an occupdion. This may happen oncein our lifetimes, but it is more
likely to happen severd times aswefirst defineand then redefine ourselvesand our goals.

Maregers are responsible for linking the organization& needsto employee career gods, and can assst
employees in the carea planning process Human Resources is responsible for designing caree pathsand
employee development programsthat help employees read their goals. Each employee is responsible for
planning and managng his’her careq.

4.5.10bjedive

Carea Management is the combination of structured planning and the adive management choice of one@
own professond career. The outcome of successful career management should include persond fulfillment,
work/life balance god achevement and financial assurance

The word caree refersto all types of employment ranging from semi-skilled throughskilled, and semi
professiond to professond. The teem caree has often been redtricted to suggest an employment commitment
to asingle trade skill, professon or business firm for the ertire working life of a person. In recent years,
however, carea now refersto changes or modifications in employment during the foreseeable future.
There are many definitions by management scholars of the stagesin the manageia process The following
clasgficationsysemwith minor variationsiswidely used

1. Developmert of overall goalsand objectives,
2. Development of astrategy (ageneral meansto accomplish the sdleded goas'objectives),

3. Devdopment of the specific means (policies, rules, procedures and activities) to implemert the
drategy, and

4. Systematic evduaion of the progress toward the achievement of the sdleded goalsobjedivesto
modify thestrategy, if necessary.

The caree managenent process begns with setting goasobjedives. A relatively spedfic goa/objedive
must be formulated. This task may be quite difficult when the individual ladks knowledgeof caree
opportunities and/or is not fully awae of their talents and abilities. However, the entire career menagement
process is based on the estaldishmert of defined goals/objedives whether spedfic or general in nature.
Utili zing career assessments may be a criticd step in identifying opportunities and career paths thet most
resonate with someone. Career assessments can range from quick and informd like those on CareerBuilder
or may be more in depth like those such as Myers-Briggsand Caree Lealer supported assesgnents
found on My Path. Regardless of the ones you use, you will need to evaluate them. Most assessnerts
found today for free (dthoughgood) do not offer anin-degh evaluaion.

The time horizonfor the achievement of the seleded goas or objedives - short term, medium term or long
term - will have amgjor influence ontheir formulation.
1. Short term goals (one or two yeas) are usualy spedfic and limited in scope Short term godsare
eader to formulate. Make surethey are achievable and relate to yourlonger term career goals.

2. Intermediate goals (3 to 20 years) terd to be less specific and more open erded than short term
goas. Both intermedate and long term goals are more difficult to formulate than short term goals
becausethereare so many unknownsatoutthefuture.

3. Long term goals (more than 100 yeas), of course, are the most fluid of al. Lad of life expeaience
and knowledge about potential opportunities and pitfalls make the formulation of long term gods/
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objectives very difficult. Long range goas/objectives, however, may be easily modified as additiond
information is recaived without a great loss of career efforts because of experienceknowledge
transfer fromone caree to another.

4. Making caree choices and dedgsionsi the traditiona focus of caregsinterventions. The changed
nature of work means that individuals may now have to revigt this process more frequently now
andinthefuture, morethaninthe past.

5. Managng the organizationa caree i concensthe carea managament tasks of individuas within
theworkplace, such asdedson-making, life-stagetrarsitions, deding with stressetc.

6. Managing doundary lesdcaeasi refersto skills needed by workers whose employment is
beyond the boundaries of a single organization, awork style common among, for example, artists
and designers.

7. Taking control of one® persona development i as employers take less responsiility, employees
need to takecontrol of their own development in order to maintain and enhance their employability.

Caea development, as both afield of study and a pradicd form of training for workers, is primarily
concerned with producing better employees and maximizing employee potertial. Career development
programs can help the unemployed find jobs or provideworkers with the skills and tools they need to
advance withinagovernment agency, corporationor organization.

Self-Awareness- Ore of the mgjor objectives of any career development program is a heightened serse
of sdlf-awaeness for paticipants. Employees should be able to identify their strengths and weaknesses, in
order to apply their skills more effectively. Understanding shortcomings is aso useful in teachingemployees
whereto focuseffortstoward improvements. Self-awarenessisaso rdated to understanding the difference
between red and percelved career advancemert limitations. By examining availabde opportunities and
making an honest assessment of an employeed sKills, career devdopmert seeksto give evay employee a
redigtic outlookonthefuture.

Flexibili ty- Career devdopment aso sets enhanced flexibility as a goa. Employees work in a changng
world ard adaptation is an essential skill. This may mean abananing practices that have worked in the
padt, or devoting time to educaion and new training. Employees who find themselves unable to adapt in a
changing workplace may suffer from deaeased productivity or be unable to compete with workers whose
skillsaremoreflexibleand easier to apply acossarargeof tasks.

Education- Education is among the more sraightforward objedives of caree development. Such programs
attempt to give employees, or progpedive employess, access to information about job opportunities and
options for ills training. Following up with such employeesis an importart objective as well, since this
givesthosewho work in career devéopment away of measuring the program effediveness.

Sensitivity to Diversity- Many carea development programs make sensitivity to diversity in the
workplace atop priority. With ever-increasing globalization, workers are frequently put into contad with
members of different badkgroundsand cultures. Understanding the value of diverse work habits and
viewpoints can prevert this from bemming a point of confusion or misunderstandng. At the sametime
educating workers about the customs and concerns of others can help prevent social problems or
embarrassment inadiverseworkplace.

4.5.2Process
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Caea development and the caree planning process includea number of spedfic stepsthat help to
identify personal skill s and attributes. Finding out how those skill s can be utilized in the job market is
acomplished by researching a number of caree fieldsthat are of interest to you and then by gaining
expeienc in those fields and/or speaking to people currently working in the field. Participating in some
form of experientiad edwcationwill help youto identify if thefield istheright choicefor you.

Step #1: Self-Asessnent

Evauating who you are as a person. Thisinvolvestaking apersond inventory of who you are and idattifying
your individual values, interests, sKills, and persond qualities. What makes youtick as a person? You will
look at those persond attributes unde a microscope and come up with key qudities you can identify and
use in your seach for the perfed caea. Carea assesgnents may be required to promote a better
understarding of persond attributes and skills. Contad your Career Services Office at your collegeto
discussif acareer assessmert may beright for you.

Salf-Asgessment —3 RedityCheck —3 Goal Setting ——  ActionPlanning

The Caree Management Process
Step #2: Research (Caree Exploration)

Obtain aninsder & perspective about the career fiddd you are considering. Conduct Informationd Irterviewsin
person, phone, or by email . Professionals enjoy sharing their expertise with people interested inthe

field. Perform informational interviews with alumni fromyour college to gain their perspedive of the field
and to listen to what they have to say. This strategy provides firsthand knowledge from someone currently
working in thefield and gives you an opportunity to ask alout their experiences aswell as potentid jobs
and what one might expect if just entering the fild. Gain experience through internships or by jobshadowing
for oneto severd daysto seewhat atypica work day entails and to gain perspective of what the evironment is
like and the typicd job responsibilities of someone working in the field. Research what types of jobs are
available in your area of interest by checkng out Mgorsto Carea Converter, The Occupaiona Outlook
Handook and The Career Guide to Industries. The Occupdional Outlook Handbook offers awedth of
information for those currently just entering the job market and for those anticipating making a career
change.

Step #3: Dedsion-M aking

Once youdre made athorough self-assessment and have done some research of career options, it& time
to make adecison. This can be difficult snce there may ill be many unknowns and a fear of making the
wrong choice One thing for sureisthat athough we can do al the necessary steps to making an informed
decision, thereisno absolute certainty that we are unquestioningly making theright dedson. Thisuncetanty is
easier for some people than othersbut akey point to remembe isthat you can alwayslearnfromary job
you have and take those skillsand apply them at your next job.

Step#4: Search (TakingAction)

[t& now time to look for prospedive jobs and/or employers, send out cover letters and resumes, and
begin networking with people in the field. Kego in mind that cover letters and resumes are designed to
make a favorable impresson on employers (if done properly) and the interview process is what will
ultimately land you the job. In other words, make sure your cover letter and resume highlight your ills
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and strengths based on the employer & needsard that you are fully prepared to knock ther socks off at
the interview. Take time to research the employer & website prior to the interview, and be prepared to ask
thoughtful questions based onyour reseach.

Step #5: Acceptance

Wow! Youdve completed all of the stepsabove and youdve been accepted into a new and exciting or
differert job. Congratulations! According to the Bureau of Labor Statistics, 64.1% of people change jobs
between 5 and 14 timesin their lifetime. Consequaetly, leaning the skill s above will increase your chances
of gaining meaningful and satisfactory work as well as hdp youto avoid mary of the stresses that occur
with changing jobs. By recognizing that change isgood (even advantageous), changing jobs can bevieved as
a positive experience and need not be as anxiety provoking as it may initialy seem. You will cortinue the
process of self-assessment, research, decison-making, and job searching in order to make effective and
fulfilling career changesthroughout your lifetime.

The impad of carea development/ successon planning programmes can be seen through the produdivity
indicator, engagement surveysand redudioninattritionrate. It isinfact awin-winstuationforall.
4.6 MENTOR- PROTEGE RELATIONSHIP

Develging Mentor-protégérelationship:
ATherelationship ketween an experienced employer and ajunior employee in which the
experiencegberson lelps thejunior person witheffective sacidi zation by sharing information
gained through experience with theorganizat i on. 0

4.6.1Requirementsfor eff edive mentor-protégeé relationship:

1. Thestatus & characteristics ofthe mentor:

Mentors should beeniorsin status, experience, age, skills, knowkdge.

2. Protégé: Junioremployees should ave thezed to lean from their senior
employees regarding their career, social and psychologica asped.

3. Therelationship: It is based on mutal dependence & mutual trust.

4. Theactivities:

Developing the potentials ofthe protégé.
Improving protégés performance
Interlinking formal learning & practices
Guide, suppat, providing feedback

5. Developing higher sKills:

It shouldencouragetheir juniors towards hgh task performance by reducing

wegkness& strength of the protégés.

6. Responseof the protégé:
Proteges should éam carefully regarding career oppartunities, persoral goals.
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CHAPTER IV

SUSTAINING EMPLOYEE INTEREST

4.1 Gompensation is atool used by management for a variety of purpose to further the existence of
the company. It is a remuneration that an employee receaves in return for his or her contribution in
theorganisation. So, the employee compensation programs are designed to attrad capdle employeestothe
organisation, to motivate them towards superior performance ard to retain their services over an
extenced periodof time.

4.1.1 Meaning and Definition of Compensation

In laymané language the word Gompensationdmears something, such as money, given or received as
paymert for service. The word compensation may be defined as money received in the performance of
work, plus the many kinds of bendits and services that organization provides their employee It refersto
widerange of financial and non-financid rewardsto employee for their service rendered to the orgenization. It
is paid in the form of wages, sdaries, specia allowane ard employee benefits such as paid vacation,
insurance, maternity leaves, freetrave fadlity, retirement benefits etc.

According to Wendell French,0 Compensationis a compreheansive term which includes wages, sdaries
ard al other dlowane and benefits 0

Wages are the remuneration pad for skilled semi-skill ed and unskilled operative workforce. Salaryis the
remuneration of those employees who provides mental labour to the employer such as supervisor, office
staff, executive etc wages are paid ondaily or hourly basiswhereas saary ispaid on monthly besis.

4.1.2 Obgdives of Compensation Planning

The badc purpose or objedive of establishing sound compensation isto establish and maintain an equitable
rewards system. The other aim is the establishment and maintenance of an equitable compensation sructure
i.ean optimal balancing of conflicting personnel interest so that the satisfaction of employeesandemployersis
maximised and confli cts minimized, the compensation management is concerned with the financial agpect of
employeesneed motivationand rewards.

A sound compersation structuretriesto achieve these objedives.
To attract manmwer inacompetitive market.
To control wages and salaries and labour costs by determining rate change and frequency of
increment.
To maintain satisfactionof employees by exhibiting that remunerationisfair adequate and equitable.
To induce and improved performance, money isan effective motivator.

a) ToEmployees:

i. Employeesarepaid according to requirement of their jobsi.e highly skill ed jobsarepaid more
compensation thanlow skill ed jobs. Thiseliminatesinequalities.

i. Thechancesoffavouritismareminimised

iii. Jobssequence and lines of promotionare estaldished whereve they are applicale.

iv. Employed® mora and motivation areincreased because of the sound compensation structure.

b) To Employers:
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I. They cansystematicaly planfor and control theturnover inthe organization.

il. A sound compensation sructurereducesthelikeihood of friction and grievance over remunerations

iii. It enhance an employeemoraeand motivation because adequate and fairly adminigtrative incentives
arebasisto hiswantsand need.

iv. It attractsqualified employees by ersuring and adequae paymert for all thejobs.

v. Indedingwithatradeunion, they can explainthe basisof their wages programme becauseit is
based uponasystematic aralysisof jobsand wagesfads.

4.1.3 Factors Affeding Compensation Planning

Factors determining compensation of an employee consderalde amount of guess word and negotiation
are involved. But following are the certain fadors which have been extraded as having an important
beaing uponthefina dedsion:

a) Supply and Demand of Labour: Whatever the organization produces as commodity they desire
services and it must pay aprice that of workers ading in concet. If more the labour is required,
such as a war time prosperity, there will be tendency to increase the compensation; whereas the
gtuaionwhen anything worksto deaeasethe supgy of labour, such asrestriction by aparticular
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labour union, therewill be atendency to increase the compersation. Thereverse of each Stuation
islikely to result in adeaeasein employee compensation, provided, lalbour union, ability to pay,
productivity, government do not intervene.

b) Ability to Pay: Labour Unions has often demanded an increase in compensation on the basis
that thefirmis prosperousand ableto pay.

c) Managementd Philosophy: Manayement® desire to maintain or improve moral, attract high
cdibre employees, redice turnover, and improve employees standard of living also affed wages,
asdoestherdativeimportance of agiven positionto afirm.

d) Legidation: Legidationreatedto playsavita rolein determining interna organization practices.
Various acts are prescribed by government of country for wagehourslaws. Wage-hour laws set
limits on minimum wages to be paid and maximum hoursto be worked In India minimum wages
ad 1948 refleding the wage policy for an organization and fixation of minimum rates of wagesto
workersin sweaed industries. In 1976equal remuneration ad was enaded which prohibits
discriminationin mattersrelating to remunerationonthebasis of religion, region or gender.

4.1.4 \arious M odes of Compensation

Various modes of compensation are asfollows-

a) Wages and Salary- Wagesrepresent hourly rates of pay and salary refersto monthly rate of pay
irrespective of the number of hoursworked. They are subject to annual incremerts. They differ
fromemployeeto employee and deperd uponthenaure of jobs, senority ard merit.

b) Incentives- These are also known as payment by results. These are paid in addition to wages
and salaries. Incentive depends upon produdivity, sales, profit or cost redudion efforts. Incentive
schemeareof two types.

Individual incentive
schemes.

Group incentive
schemes.

C) FringeBenefits These are given to employeesin the form of berefits such as provident fund,
gratuity, medcd care, hospitali zation, acadent relief, hedth insurance, canteen, uniformetc.

d) Non- M onetary Benefits- They include chal enging job responsibilities, recognition of merit,
growth prospeds, competent supervison, comfortatde working condition, job sharing and flexi
time.

I ncentives

I ncentives are monetary benefits paid to workmen in lieu of their outstanding peformance Incentivesvary
fromindividual to individual and fromperiodto periodfor the sameindividud. They are universaland are
paid in every sedor. It worksas motivational force to work for their performance asincentive formsthe
pat tota remuneration. Incentives when adced to salary increase the eaning thus increase the stardard of
living. The advantage of incentive payment are reduced supervision, better utilisation of equipment, reduced
scrap, reduced lost time, reduced abserteeism and turnover & increased output.

According to Burack & Smith, fAnincentive schemeisaplan or programmeto motivateindividud or
groupon performance An incentive programme is most frequently built onmonitory rewads ( incertive
pay or monetary bonus), but may also include avariety of non mondary rewardsor prizes 0
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Kinds of I ncentives

Incertives can be classfied under thefollowing categories.

1. Indvidud and Organizationa Incentives
2. Financial and Non-Financiad Incantives
3. Positive and Negative Incentives

1) Individual and Organizational Incentives Accadingto L.G Maggnson, findividua incentives are
the extracompensation paid to an individual for all production over a specified magnitudewhich stems
fromhisexercise of morethan normd Kill, effort or concentration when acamplished in apredeemined
way involving standard tools, facilities and materials.0 Individua performane is measured to calcuate
incentive where as organizaional or group incentive involve cooperation among employees, management
and unionand purport to accomplish broader objedives such as an organizaion-wide redudionin labour,
material and supply costs, strengtherning of employee loyalty to compary, harmonious managmert and
decreased turnover and absenteeism

I) Individual Incentive System isof two types:
a) Timebased System- It indudes Halsey Plan, Rowan Plan, Emerson Plan ard
Bedeaix Plan
b) Productionbased System it includes Taylor& Differential Piece Rate System, Ganttés
Task and BonusPlan

I1') Group Incentive System isof following types

a) Scalon Plan

b) Priestman& Plan

¢) Co-Partnership Plan
d) Profit Sharing

Someimportant these plansof incentive wage payments are asfollows:
Halsey Plan- Under this plan agtandad timeisfixed in advance for completing awork. Bonus
isrewarded to the worker who perform hiswork in lessthan the standard time and paid wages
according to thetimewage system for the saved time.
Thetotal earningsof theworker =wagesfor theactual time+ bonus

Bonus =33.5% of thetime saved (stardard time set on past experience)
Or
50% of thetimesaved (standard are sciertifically set)
Example Timerequired to completejob (S) =20 hours

Actual Timetaken(T) =15hours
Hourly Raeof Pay (R) =Rs1.5
Calculatethe wageof theworker.
Solution: TXR+(ST)XR
2
15X 1.5+ (2015 ) X 1.5=225+3.75=26.25Rs
2

Inthisequation 3.75 Rsaretheincentivesfor saving 5 hours.

Rowan Plan i Under thismethod minimum wages are guaranteed given to worker a the ordinary
ratefor thetime taken to complete the work. Bonusisthat proportion of the wages of thetime
taken which thetime saved bearsto the sandard time allowed.
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Incentive=Wagesfor actual timefor completing thework + Bonus where,
Bonus = ST XTXR

S
Emerson Plan i Under this system, wages onthetime bads are guaranteed even to those workers
whose output is bdow the standard. The workerswho prove efficiert are paid abonus. For the
purpose of determining efficiency, either the standard output per unit of timeisfixed, or the stardard
timefor ajobisdetermined, ard efficiency is determined on the basis of acomparison of actual
peformance againg the standard.

Bedeaux Plan 1 It providecomparable standardsfor all workers. The valueof time saved is
divided both to the worker and his supervisor in theratio of ¥2and ¥ respectively. A supervisor
aso hepsaworker in saving histime so heis aso given some benefit in this method. The sandard
time for each jobis determined in terms of minutes which are called Bedeaux pointsor B&. each
B represents one minute throughtime and motion study. A worker is paid time wages upto
standard B& or 100% performarnce Bonusis paid when actual performance exceeals standard
performaneintermsof B&.

Taylor &G Differential Piece Rate System - FW. Taylor, founder of the scientific maragemert
evolved thissysem of wage payment. Under this system, thereis no guarantee of minimum wages.
Standard time and sandard work isdetermined on the basis of time study. Themain charaderigtics
of this system isthat two rates of wageone lower and one higher arefixed. Thosewho fail in
attaining the sandard, are paid at alower rate and those exceeding the standard or just attaining
the standard get higher rate. Under this system, a serve penalty is imposed on the inefficient
workersbecause they get the wages at lower rates. The basic ideaunderlying in thisschemeisto
induce theworker at least to attain the sandad but at the sametimeif aworker isrelatively less
efficient, he will lose much. For example, the standard isfixed at 40 units per day and the piece
rateare40P. and 50P. per unit. If aworker produces 40 unitsor morein aday, hewill get the
wages at the rate of 50 P per unit and if he produces 39 units will get the wages at 40 paise per
unit forthetota output.

Gantt&Task and BonusPlan- Inthis aminimumwageis guaranteed. Minimumwageis
given to anybody, who completesthe job in standard time. If the job iscompleted in lesstime,
thenthereisahikeinwage-rate. Thishikevaries beween 25% to 50% of the standard rate.

Profit Sharingi It isamethod of remuneration under which an employer pay hisemployeesa
sharein form of percertage from the net profits of an erterprise, in addition to regular wages at
fixedintervasoftime.

2) Financial and Non-financial Incentives- Individua or group performance can be measured in
finandal terms. It meansthat ther performance isrewarded in money or cash asit hasagred impact on
motivationas asymbol of accmplishment. These incentives form visible and tangible rewads provided in
recognition of accomplishmert. Financial incatives include salary, premium, reward, dividend income
oninvestment etc. On the other hand, non-financia incatives aretha socia and psychologicd attradion
which encouragespeopleto do thework efficiently and effectively. Non-financial incentive can be delegation
of responsbility, lack of fear, worker& participation, title or promotion, constructive attitude, security of
service, goodleadership etc..

3) Postive and Negative Incentives- Positive incertives are those agreealde factorsrelated to work
stuationwhich prompt an individual to attain or excel the standardsor objectivesset for him, whereas
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negdiveincenives are those disageealte factorsin awork situation which an individua wantsto avoid
and strivesto accomplish the gandardsrequred onhisor her part. Postive incentive may includeexpected
promotion, worker& preference, competition with fellow workers and own & record etc. Negative
incenivesindudefear of lay off, discharge, reduction of salary, disapproval by employer etc.

Fringe Benefits

Employees are paid several bendfitsin additionto wages, salary, alowanesand bonus. These benefits
and services are cdled dringe benefitsbbecause these are off ered by the employer asafringe. Empoyees
of the organzation are provided severa bendits ard services by the employer to maintain and promote
employeds favorable attitude towards the work and work environment. It not only increases their morale
but also motivate them. These provided berefits ard services formsthe part of salary and are gererdly
refereed asfringe bendits.

According to D. Belcher, iiFringe benefits are any wage cost not directly conneded with the employees
produdive effort, performance, service or saaificed. According to Werther and Davis, iiFringe embrace
abroad range of benefits and servicesthat employeesrecave aspat of their total compensation, package
pay or direct compensationand isbased on critical job factorsand performanceo.

Accarding to Cockman, il Employee benefits are those benefits which are supgied by an employer to or
for the benefits of an employee and which are not in theform of wages, sdlaries and timerated paymentso.
These areindirect compensation asthey are extended condition of employment and are not related to
peformance diredly.

Kinds of Fringe Benefits

Thevarious organizationsin Indiaoff ersfringe benditsthat may be categorized asfollows:

1) Old Ageand Retirement Benefits - theseincludeprovident fund schemes, pension schames,
gratuity and medica benefits which are provided to employee after their retirement and during old
age as asense of seaurity aboutther old age.

2) Workman& Compensation - these benefits are provided to employeeif they aregotignored or
dieunde the working conditions ard the sole responsibility isof the employer.

3) Employee Searity- Regular wage and salary isgivento employeethat givesafeding of security.
Other thanthis compersationisaso givenif thereislay-off or retrenchment in an organizaion.

4) Payment for Time Not Worked i Under thiscategory of benefits, aworker is provided payment
for the work that has been performed by him during holidays and also for the work done during
odd shifts. Compensatory holidays for the same number in the same month are givenif theworker
has not avail ed weekly holidays.

5) Safety and Health T Under this benefit workers are provided conditions and requirements
regading working condition with aview to provide safe working environment. Safety and Hedth
measures are also taken care of in order to proted the employees against unhedthy working
conditionsand acdderts.

6) Health Benefitsi Employeesarealso provided medicd serviceslike hospita fadlity, clinicd
facili ty by the organization.

4.2 REWARD:

Reward Management is concerned with the formulation and implementation of strategies and
policies that aim to reward people fairly, equitably and consistendlgdordance with their value
to the organization

4.2.1 Objectives of Reward Management 122

f Support the organisationbdbs strategy
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Recruit & retain

Motivate employees

Internal & external equity
Strengthen psychological contract
Financially sustainable

Comply withlegislation

Efficiently administered

=4 =4 =8 -8 -9 _9_-°

4.2.2 Basic Types of Reward

1 Extrinsic rewards
T satisfy basic needs: survival, security
T Pay, conditions, treatment

1 Intrinsic rewards
| satisfy higher needs: esteem,development
Rewards by Individual, Team, Organisation

1 Individual: base pay, incentives, benefits
T rewards attendance, performance, competence

1 Team
| team bonus, rewards group cooperation

T Organisation
| profit-sharing, shares, gasharing
4.2.3 Role of Compensatioand Reward in Organization:
Compensation and Reward system plays vital role in a business organization. Since, among four
Ms, i.e Men, Material, Machine and Money, Men has been most important factor, it is impossible
to imagine a business process withowdriv
Land, Labor, Capital and Organization are four major factors of production.
Every factor contributes to the process of production/businesxpkcts return from the business
process such as Rent is the return expected by the Landlord. similartgliSapkpects Interest
and Organizers i.e Entrepreneur expects profits. The labour expects wages from the process.
It is evident that other factors arehmman factors and as such labour plays vital role in bringing
about the process of production/bussein motion. The other factors being human, has
expectations, emotions, ambitions and egos. Labour therefore expects to have fair share in the
business/production process.

4.2.4 Advantages of Fair Compensation System:

Therefore a fair compensation systds a ##st for every business organization. The fair
compensation system will help in the following:
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If an ideal compensation system is designed, it will have positive impact on the
efficiency and results produced by workmen.

Such system will encourage thmrmal worker to perform better and achieve the
standards fixed.

This system will encourage the process of job evaluation. It will also help in setting up

an ideal job evaluation, which will have transparency, and the standards fixing would

be more realigt and achievable.
Such a system would be well defined and uniform. It will be apply to all the levels of
the organization as a general system.

The system would be simple and flexible so that every worker/recipient would be able

to compute his own comperisam receivable.

Such system would be easy to implement, so ihabuld not penalize the workers for
the reasons beyond their control and would not result in exploitation of workers.

It will raise the morale, efficiency and cooperation among the warkigrbeing just

and fair would provide satisfaction to the workers.

Such system would help management in complying with the various labor acts.

Such systemwould also bring about amicable settlement of dispubeswveen the
workmen union and management.

The system would embody itself the principle of equal work equal wages.

Encouragement for those who perform better and opportunities for those who wish to

excel.

4.2.5 Types of rewards

Rewards serve many purposes in organisations. They serve to buitdraebgiloyment deal, hold
on to good employees and to reduce turnover.

The

principal goal I's to increase people's

productivity.

Most people assimilate "rewards", with salary raise or bonuses, big trik/ one kind of reward,
Extrinsic reward. Studies proves that salespeople prefer pay raises because they feel frustrated by

their inability to obtain other rewards,but this behavior can be modified by applying a complete

reward strategy.

There are twdinds of rewards:

T Extrinsic rewards: concrete rewards that employee receive.

o Bonuses: Usually annually, Bonuses motivates the employee to put in all

W |

endeavours and efforts during the year to achieve more than a satisfactory appraisal

that increases the ahce of earning several salaries as lump sum. The scheme of

bonuses varies within organizations; some organizations ensure fixed bonuses

which eliminate the element of asymmetric information, conversely, other
organizations deal with bonuses in terms affggenance which is subjective and

may develop some sort of bias which may discourage employees and create setback.

Therefore, managers must be extra cautious and unbiased.

o Salary raise: Is achieved after hard work and effort of employees, attaining and
acquiring new skills or academic certificates and as appreciation for employees duty

(yearly increments) in an organization. This type of reward is beneficial for the

reason that it motivates employees in developing their skills and competence which

is also a investment for the organization due to increased productivity and
performance. This type of reward offers letegm satisfaction to employees.

Nevertheless, managers must also be fair and equal with employees serving the

organization and eliminate th24gsibility of adverse selection where some
employees can be treated superior or inferior to others.
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o Gifts: Are considered shetérm. Mainly presented as a token of appreciation for an
achievement or obtaining an organizations desired goal. Any employele wou
appreciate a tangible matter that boosts their-estdem for the reason of
recognition and appreciation from the management. This type of reward basically
provides a clear vision of the empl oyee
stabilising @ increasing their efforts to achieve higher returns and attainments.

o Promotion: Quite similar to the former type of reward. Promotions tend to effect the
long-term satisfaction of employees. This can be done by elevating the employee to
a higher stage andffering a title with increased accountability and responsibility
due to employee efforts, behaviour and period serving a specific organization. This
type of reward is vital for the main reason of redundancy and routine. The employee
is motivated in thistype of reward to contribute all his efforts in order to gain
managements trust and acquire their delegation and responsibility. The issue
revolved around promotion is adverse selection and managers must be fair and
reasonable in promoting their employees.

o Other kinds of tangible rewards

o Intrinsic rewards: tend to give personal satisfaction to individual Information /
feedback: Also a significant type of reward that successful and effective managers
never neglect. This type of rewards offers guidance tdames whether positive
(remain on track) or negative (guidance to the correct path). This also creates a bond
and adds value to the relationship of managers and employees.

o Recognition: Recognition: Il s recogni zi
appreation. This type of reward may take the presence of being formal for
example meeting or informal such as a |

esteem and happiness which will result into additional contributing efforts.

o Trust/empowerment: in any dety or organization, trust is a vital aspect between
living individuals in order to add value to any relationship. This form of reliance is
essential in order to complete tasks successfully. Also, takes place in empowerment
when managers delegate taskemoployees. This adds importance to an employee
where his decisions and actions are reflected. Therefore, this reward may benefit
organizations for the idea of two minds better than one.

Intrinsic rewards makes the employee feel better in the organizatne, Extrinsic rewards focus

on the performance and activities of the employee in order to attain a certain outcome. The
principal difficulty is to find a balance between employees' performance (extrinsic) and happiness
(intrinsic).

Therewardalsoeeds t o be according to the empl oyeebd
be really happy to get some tickets for the next big match. However a mother who passes all her
time with her children, may not use them and therefore they will be wasted.

When rewarding one, the manager needs to choose if he wants to rewards an Individual, a Team or
a whole Organization. One will choose the reward scope in harmony with the work that has been
achieved.

T Individual

o Base pay, incentives, benefits

o Rewards attedance, performance, competence
1 Team: team bonus, rewards group cooperation
1 Organization: profisharing, shares, gasharing
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4.3 Motivation:

Motivation is a theoretical construct, used to explbaehavior It is the scientific word used to
represent the reasons for our actions, our desires, our needdlotitces are hypothetical
constructs, used to explain why people do what they do. A motive is what prompts a person to act
in a certain way or at least develop an inclination for specific beh&vidor example, when
someone eats food to satisfy the need of hunger, or when a student does his/her work in school
because they want a good grade. Both show a similar connection between what we do and why we
do it. According to Miehr and Meyer, "Motivation is a word that is part of the popular culture as
few other psychological concepts afé"Wikipedia readers will have a motive (or motives) for
reading an dicle, even if such motives are complex and difficult to pinpoint. At the other end of
the range of complexityhungeris frequently the motive for seeking out and consuming food.

Intrinsic and extrinsic motivation

Motivation can be divided into two types: intrinsic (internal) motivation and extrinsic (external)
motivation.

Intrinsic motivation

Intrinsic motivation is the selfiesire to seek out new things and new challenges, to analyze one's
capacity, to observe and to gain knowledge. It is driven by an interest or enjoyment in the task
itself, and exists within the individual rather than relying on external pressures or a desire for
reward. Intrinsic motivation has been studied since theg 4870s. The phenomenon of intrinsic
motivation was first acknowledged within experimental studies of animal behavior. In these
studies, it was evident that the organisms would engage in playful and curiosity driven behaviors in
the absence of reward. lmsic motivation is a natural motivational tendency and is a critical
element in cognitive, social, and physical development. Students who are intrinsically motivated
are more likely to engage in the task willingly as well as work to improve their siilish will
increase their capabilities.Students are likely to be intrinsically motivated if they:

1 attribute their educational results to factors under their own control, also known as
autonomy otocus of control

1 believe they have the skills to be effective agents in reaching their desired goals, also
known as selefficacy beliefs

T are interested in mastering a topic, not just in achieving good grades

An example of intrinsic mtivation is when an employee becomes an IT professional because he
wants to learn about how computer users interact with computer networks. The employee has the
intrinsic motivation to gain more knowledge.

Extrinsic motivation

Extrinsic motivation refers the performance of an activity in order to attain a desired outcome

and it is the opposite of intrinsic motivation.Extrinsic motivation comes from influences outside of
the individual. Common extrinsic motivations are rewards (for example money osgfade

showing the desired behavior, and the threat of punishment following misbehavior. Competition is
in an extrinsic motivator because it encourages the performer to win and to beat others, not simply
to enjoy the intrinsic rewards of the activity. Aegring crowd and the desire to win a trophy are

also extrinsic incentives.

Another example of extrinsic motivation is when a person is motivated to do work because he or
she is getting paid. An example of extrinsic motivation is when the parent offeve tivg child
an allowance if the child does their chores. 1-g


http://en.wikipedia.org/wiki/Behavior
http://en.wikipedia.org/wiki/Motivation#cite_note-Pardee.2C_R._L._1990-1
http://en.wikipedia.org/wiki/Motivation#cite_note-2
http://en.wikipedia.org/wiki/Hunger
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4 .4 Motivation theories
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An interpretation of Maslow's hierarchy of needs, represented as a pyramid with the more basic
needs at the bottom

Motivational theories are split into two groups as process and content theories. Content theories
endeavor to name and analyze the factors which motivate people to perform better and more
efficiently while process theories concentrate on how differenstgpgersonal traits interfere and
impact the human behavior.Content theories are highly related with extrinsic rewards, things that
are concrete like bonuses and will help improve employees' physiological circumstances whereas
process theories are concednwith intrinsic rewards, such as recognition and respect, which will
help boost employees confidence in the work place and improve job satisfaction.

A famous content theory would be Maslow's Hierarchy of Needs, and a famous process theory
would be the quity theory.

Theories of motivation provide a theoretical basis for reward management though some of the best
known ones have emerged from the psychology discipline. Perhaps the first and best known of
these comes from the wor ks HerhrchyAdf Neetisadescribka sl o w
pyramid comprising a series of layers from at the base the most fundamental physiological needs
such as food, water, shelter and sex, rising to the apex wheractedfisation needs included
morality and creativity. Masie saw these levels of needs being fulfilled one at a time in sequence
from bottom to top. Empl oyment and the resour
2) while the workplace may al so contgnitiobatt e t
work can satiséygtebamonekedvébradapself

Frederick Her-hpgrgas mbeovgtofirst published
job satisfaction or dissatisfaction is influenced by two distinct sets of factors andhatso t
satisfaction and dissatisfaction were not at opposite ends of the same continuum but instead needed
to be measured separately. The two sets of factors are motivator factors and hygiene factors.
According to Herzberg, real motivation comes from the wtsddf, from completing tasks, while

the role of reward is to prevent dissatisfaction arising. Expectancy Theory is the theory which
posits that we select our behaviour based on the desirability of expected outcomes of the action. It
was most prominentlysed in a work context by Victor Vroom who sought to establish the
relationship between performance, motivation and ability and expressed it as a multiplicative one
where performance equals motivation x ability. There are a lot of attractions forinbisok
approach, particularly for employers who can target their motivation effort and anticipate a
definable mathematical return for them. As this is a cognitive process theory it relies on the way
employees perceive rewards These three theories plasitgaf them have been used in countless
research studies and continue to inform the practice of reward management up to the present day.

Job evaluation

127
Job evaluatioms closelyrelated to reward management. It is important to understand and identify a
job's order of importance. Job evaluation is the process which job's are systematically assessed to


http://en.wikipedia.org/wiki/Job_evaluation
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one another within an organization in order to define the worth and value jobthe ensure the
principle of equal pay for equal work. In the United Kingdom, it is now illegal to discriminate
worker's pay levels and benefits, employment terms and conditions and promotion opportunities
Job Evaluation is one method that can be amtbfity companies in order to make sure that
discrimination is eliminated and that the work performed is rewarded with fair pay scales. This
system carries crucial importance for managers to decide which rewards should be handed out by
what amount and to who. Job evaluation provides the basis for grading, pay structure, grading
jobs in the structure and managing job and pay relativities.

It has been said that fairness and objectivity are the core principals using an assessment of the
nature and size of the job each is employed to carry out.

There also many different methods of job evaluation which can be used, but the three simplest
methals are ranking, classification and factor comparison. However, there are more complex
variations of methods such as the point method which uses scales to measure job factors. This
method does not not rank employees against one another but looks at tie gotwvhole. A
disadvantage of these methods of job evaluation are that they are very static and it would be very
difficult to perform a job evaluation quickly if it was needed.

An advisory company named ACAS stated that there were five main reasons whyermfwok

at performing a job evaluation. These include: When deciding on a pay scale: Making sure that the
current system is fair and equal for employees, Deciding on benefits such as bonuses,Comparing
pay against other companies and reviewing all gdtes a major company pay change . Employees
need to feel that they are being paid a fair wage compared to the same job with the competition. If
this is true it may help reduce staff turnover which is very beneficial for employers as it reduces the
cost ofhiring new staff.

Research regarding job evaluation has mainly been conducted using qualitative data collection
methods such as interviews, large scale surveys and basic experimental methods. Therefore, there
is a large gap for research on job evaluawtoiiecting quantitative data for a more statistical
analysis. A comparison between public and private sectors and the methods of job evaluation is
another area that should be considered for further research.

4.5 CAREER MANAGEMENT:

Career development is an organized approach used to match employee goals with the business nealsof
theagency insupport of workforce development initiatives. The purpose of caree devdopment isto:

Enhance each employeed current job performance.
Enaleindividudsto takeadvantage of futurejob opportunities.
Fulfil agenciesdgoasfor adynamic and effedive workforce

Carea development involves managing your career either within or between organizations. It aso indudes
learning new sKill s, and making improvementsto help you in your caree. Carea development is an
ongoing, lifelong processto help youlearn ard achieve more in your career. Whethe you are looking at
making acaree change or moving up within acompany, planning your own caree development will help
you succeel. By creating a persona career developmert plan, you can set goals and objectivesfor your
own persona career growth. Doné@ make the mistake of leaving your career development futurein the
hands of your employer, hoping that youwill get the next promotionor pay raise. This misconceptioncan
lead to job dissatisfaction and resentmert. Caree plaming isalifelong process which includes choosing
an ocaupation, getting ajob, growing in our job, possibly changing careers, and eventudly retiring The
Caea Planning Site offers coverageof all these areas. Thisarticle will focuson career choice and the
process one goesthrough in seleding an occupdion. This may happen oncein our lifetimes, but it ismore
likely to happen severa timesaswefirst defineand {ggl redefine oursalves and our goals.

Manregers are responsible for linking the organizationé needsto employee career goas, and can asdst
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employeesin the caree planning process Human Resourcesisresponsible for designing caree pathsand
employee development programsthat help employees read their goas. Eadh employeeisresponsble for
planning and managng hisgher caree.

4.5.1 Ohedive

Carea Managament isthe combination of structured planning and the adtive management choice of one®
own professond career. The outcome of sucoessful career management should include personal fulfillment,
work/life balance goa achievement and financia assurance

Theword caree refersto all types of employmert ranging from semi-skilled throughskil led, and semi
professond to professond. Theterm caree has often been restricted to suggest an employment commitment
to asingletrade skill, professionor business firm for the ertire working life of aperson. In recent years,
however, carea now refersto changes or modificationsin employment during the foreseeable future.
There are many definitions by management scholars of the stagesin the manageial process Thefollowing
clasgficationsystemwith minor variationsiswidely used

1. Development of overal goalsand objectives,
2. Development of astrategy (ageneral meansto accomplish the sdleded goas'objectives),

3. Devdopment of the specific means (policies, rules, procedures and activities) to implemert the
drategy, and

4. Systematic evduation of the progress toward the adhievement of the seleded goas/objedivesto
modify thestrategy, if necessary.

The caree managenent process begns with setting goals/objedives. A relatively spedfic god/objedive
must be formulated. This task may be quite difficult when the individual lads knowledgeof caree
opportunities and/or is not fully aware of their talents and abilities. However, the entire career management
processis based on the estaldishmert of defined goals/objedives whether spedfic or general in nature.
Utili zing career assessments may be acriticd step in identifying opportunities and career pathsthat most
resonate with someone. Career assessments can range fromaquick and informal like those on CareerBuilder
or may be more in depth like those such as Myers-Briggsand Caree Lealer supported asessnents
found on My Path. Regardless of the ones you use, you will need to evaluate them. Most assesgnerts
found today for free (dthoughgood) do not offer anin-degh evaluaion.

Thetime horizonfor the achievement of the seleded goalsor objedives- short term, mediumterm or long
term - will have amgjor influence ontheir formulation.
1. Short term goas(one or two yeas) are usualy spedfic and limited in scope Short term godsare
eader to formulate. Make surethey are achievable and relate to yourlonger term career goals.

2. Intermediate goals (3to 20 years) terd to be less specific and more open ended than short term
goas. Bothintermedate and long term goas are more difficult to formulate than short term goals
becausethereare so many unknowns aloutthe future.

3. Long term goals (morethan 100 yeas), of course, arethe most fluid of al. Ladk of lifeexpeaience
and knowledge about potentia opportunities and pitfalls make the formulation of long term gods/
objectives very difficult. Long range gods/objectives, however, may be easly modified as additiond
information isreceived withoutagreat loss of career efforts because of experiencelknowledge
transfer fromonecaee to another.

4. Making careg choicesand dedsionsi the tt&ftional focus of caregsinterventions. The changed
nature of work meansthat individuals may now haveto revisit this process more frequently now
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ardinthefuture, morethaninthe past.

5. Managng the organizational careea i concernsthe carea managament tasks of individuas within
theworkplace such asdedson-making, life-stage trarsitions, deding with stressetc.

6. Managing doundary lesdcaeasi refersto skills neaded by workers whose employment is
beyond the boundaries of asingle organization, awork style commonamong, for example, artists
and designers.

7. Taking control of one® personal development i as employers take less responsihility, employees
need to takecontrol of their own development in order to maintain and enhance their employatility.

Caeea development, as both afield of studyand apradica form of training for workers, is primarily
concerned with producing better employees and maximizing employee potertial. Career developmert
programs can help the unemployed find jobs or provideworkerswith the skills and tools they need to
advance withinagovernment agancy, corporationor organization.

Self-Awar eness- One of the mgjor objectives of any career development programis a heightened serse
of salf-awaeness for paticipants. Employees should be able to identify their strengths and weakhesses, in
order to apply their skills more effectively. Understanding shortcomings is also useful in teachingermployees
whereto focuseffortstoward improvements. Self-awarenessisaso reated to understanding the difference
between red and perceived career advancemert limitations. By examining availade opportunitiesard
making an honest assessment of an employee® Kills, career devdopmert seeksto give evay employee
aredigtic outlookonthefuture.

Flexibili ty- Career devdopmert aso sets enhanced flexibility asagoal. Employeeswork in achangng
world ard adaptationis an essential skill. This may mean abananing practicesthat have worked inthe
padt, or devoting time to educaion and new training. Employees who find themselves unableto adaptina
changing workplace may suffer fromdeaeased productivity or be unable to compete with workerswhose
skillsaremoreflexibleand easer to apply acossarargeof tasks.

Education- Educationisamong the more sraightforward objedives of career development. Such programs
attempt to give employees, or prospedive employees, access to information aboutjob opportunities and
optionsfor skillstraining. Following up with such employeesisan importart objective aswdll, sircethis
givesthosewho work in career devéopment away of measuring the programé effediveness.

Senditivity to Diversity- Many caree development programs make sengitivity to diversity in the
workplace atop priority. With ever-inareasing globalization, workers are frequently put into contadt with
members of different badkgroundsand cultures. Understanding the value of diverse work habits and
viewpoints can prevert thisfrombeaming apaint of confusion or misunderstandng. At the sametime
educating workers about the customs and concerns of others can help prevent socia problems or
embarrassment inadiverse workplace.

Process

Caeea development and the carea planning process includea number of spedfic stepsthat help to
identify personal skill sand attributes. Finding out how those skill s can be utili zed in the job market is
acomplished by reseaching anumber of caree fieldsthat are of interest to you and then by gaining
expeaienein those fieldsand/or speaking to people currently working in the field. Participating in some
form of experientia edwationwill help youto identify if thefield istheright choicefor you.
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Step #1: Self-Assesgnent

Evauating who you are as aperson. Thisinvolvestaking apersond inventory of who you are and identifying
your individual values, interests, skills, and persond qualities. What makes youtick asaperson? Youwill
look at those persond attributes under amicroscope and come up with key qudities you can identify and
use in your seach for the perfed caea. Careg asessnents may be required to promote a better
understarding of persond attributes and skills. Contad your Career Services Office at your collegeto
discussif acareer assessmert may beright for you.

Salf-Assessment — Redlity Check —— God Setting —  Action Planning

The Carea M anagement Process

Step #2: Research (Carea Exploration)

Obtain aningder & perspective about the career fidd you are considering Conduct Informationd Irterviews
in person, phone, or by email . Professionals enjoy sharing their expertise with people interested inthe

field. Performinformationd interviews with alumni fromyour collegeto gain their perspedive of thefield
and to listen to whet they haveto say. This strategy providesfirsthand knowledge fromsomeone currently
working in thefield and gives you an opportunity to ask about their experiences aswell as potentid jobs
and what one might expect if just entering the field. Gain experience through internships or by jobshadowing
for oneto severd daysto seewhat atypica work day entails and to gain perspective of what the ewvironment
islikeand thetypicd job responsbilities of someone working in the field. Research what types ofjobsare
available in your area of interest by checling out Mgorsto Carea Converter, The Occupaiona Outlook
Handook and The Career Guideto Industries. The Occupdiona Outlook Handbook offersawedth of
information for those currently just entering the job market ard for those anticipating making a career
change.

Step #3:Dedsion-Making

Once youdre madeathorough self-assessment and have done some research of career options, itGtime
to makeadecison. This can bedifficut since there may still be many unknowns and afear of making the
wrong choice Onething for sureisthat athough we can do dl the necessary stepsto making an informed
decision, thereis no absolute certainty that we are unquestioningly making theright deasion. Thisuncertainty
iseasier for some people than othersbut akey point to remember isthat you can alwayslearn from any
jobyou have and take those skillsard apply them at your next job.

Step#4: Search (Taking Action)

Look for prospedive jobs and/or employers, send out cover letters and resumes, and begin
networking with peoplein thefield. Kegyin mind that cover letters and resumes are designed to make
a favorable impresson on employers (if done properly) and the interview process is what will
ultimately land you the job. In other words, make sure your cover letter and resume highlight your <ills
and strengths based on the employer & needsard that you arefully prepared to knock ther socks off at
theinterview. Taketime to research the employer & webste prior to the interview, and be prepared to ask
thoughtful questions based onyour reseach.

Step #5: Acceptance 131
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Acoording to the Bureau of Labor Statistics, 64.1% of people changejobs between 5 and 14 times
in their lifetime. Consequaenttly, leaning the skill s above will increase your chances of gaining meaningful
and satisfactory work aswell ashdp youto avoid mary of the stressesthat occur with changing jobs. By
recognizing that change isgood(even advantageous), changing jobs can be vieved asapostive experience
and need not be as anxiety provoking as it may initidly seem. You will cortinue the process of sdlf-
assessmert, research, decison-making, and job searching in order to make effective and fulfilling career
changesthroughout your lifetime.

Theimpad of caree development/ successon planning programmes can be seen through the produdivity
indicator, engagement surveysand redudioninattritionrate. It isinfact awin-winstuationforall.

4.6 MENTOR- PROTEGE RELATIONSHIP

Developing Mentor -protégér elationship:

ATherelationship ketween an experienced employer and ajunior employee in which the
experienced person lelps thejunior person witheffective saciali zation by sharing information
gained through experience with theorganizat i on. 0

4.6.1 Requirementsfor effedive mentor -protégé relationship:

1. Thestatus & characteristics ofthe mentor:

Mentors should beseniors in sttus,experience, age, skills, knowkdge.

2. Protégé: Junioremployees should ave thezed to lean from their senior

employees regarding their career, social and psychologica asped.
3. Therelationship: It is based on mutal dependence & mutual trust.
4. Theactivities:

Developing the potentials ofthe protégé.
Improving protégés performance
Interlinking formal learning & practices
Guide, suppat, providing feedback

5. Developing higher sKills:

It shouldencouragetheir juniors towards hgh task performance by reducing

wegkness& strength of the protégés.

6. Responseof the protége:
Proteges should éam carefully regarding career oppartunities, persord goals.
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CHAPTER V
PERFORMANCE EVALUATION AND CONTROL PROCESS

5.1 Performance Evaluation Systems

A performance evaluation system is a systematic way to examine how well an employee is
performing in his or her job. If you notice, the waybtematiémplies the performance evaluation
process should ke planned system that allows feedback to be given in a féorasmbpposed to

informald sense. Performance evaluations can also be called performance appraisals, performance
assessments, or employee appraisals.

There are four reasons why a systematic perfooma&valuation system should be implemented.

First, the evaluation process should encourage positive performance and behavior. Second, itis a
way to satisfy employee curiosity as to how well they are performing in their job. It can also be
used as a todb develop employees. Lastly, it can provide a basis for pay raises, promotions, and
legal disciplinary actions.

5.1.1 Designing a Performance Appraisal System

There are a number of things to consider before designing or revising an existing performance
appraisal system. Some researchers suggest that the performance appraisal system is perhaps one
of the most important parts of the organization, while others suggest that performance appraisal
systems are ultimately flawed, making them worthless. Fortie@us e of t hi s chapt
assume we can create a performance appraisal system that will provide value to the organization
and the employee. When designing this process, we should recognize that any process has its
limitations, but if we plan it correct)ywe can minimize some of these.

The first step in the process is to determine how often performance appraisals should be given.
Please keep in mind that managers should constantly be giving feedback to employees, and this
process is a more formal way ajidg so. Some organizations choose to give performance

evaluations once per year, while others give them twice per year, or more. The advantage to giving
an evaluation twice per year, of course, is more feedback and opportunity for employee
development. Tl downside is the time it takes for the manager to write the evaluation and discuss

it with the employee. If done well, it could take several hours for just one employee. Depending on
your organizationdés structur e,pleyfmostomyay choose
managers have five or ten people to manage (this is called span of control), it might be worthwhile
to give performance evaluations more than onc
your managers have twenty or morgpoyees, it may not be feasible to perform this process more
than once per year. To determine costs of your performance evaluatiofiEstie®ating the Costs

of Performance EvaluationsAsking for feedback from managers and employees is also a good

way to determine how often performance evaluations should be given.

Estimating the Costs of Performance Evaluations

Narrow Span of Control

Average span of control 8
Average time to complete one written review 1 hour
Average time to discuss with employee 1 hour

Administrative time to set up meetings with emplo1/2 hou
8 employees x 2 hours per employee + 1/2 hour administrative time to set up times to meet with
employees = 16.5 hours of time for one manager to complete all performance reviews
Wider Span of Control 133
Average span of control 25


http://catalog.flatworldknowledge.com/bookhub/2807?e=portolesedias_1.0-ch11_s01#portolesedias_1.0-ch11_s01_s01_t01
http://catalog.flatworldknowledge.com/bookhub/2807?e=portolesedias_1.0-ch11_s01#portolesedias_1.0-ch11_s01_s01_t01
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Wider Span of Control
Average time to completene written review 1 hou
Average time to discuss with employee 1 hou
Administrative time to set up meetings with emplo'l hou
25 employees x 2 hours per employee + 1 hour administrative time to set up times to meet with
employees = 51 hours

Onceyou have the number of hours it takes, you
get an estimated cost to the organization

16 hours x $50 per hour = $850 51 hours x $50 per hour = $2550

Should pay increases be tied to performance evaluatidns™ight be the second consideration
before development of a performance evaluation process. There is research that shows employees
have a greater acceptance of performance reviews if the review is linked to rewards.

The third consideration should inckigoal setting. In other words, what goals does the
organization hope to achieve with the performance appraisal process?

Once the frequency, rewards, and goals have been determined, it is time to begin to formalize the
process. First, we will need to dewplthe actual forms that will be used to evaluate each job
within the organizati on. Every performance ev
job description.

Determining who should evaluate the performance of the employee is the nexiddceould be

their direct manager (most common method), subordinates, customers or clients, self, and/or peers.
"Advantages and Disadvantages of Each Source for Performance Evalusliows'some of the
advantages and disadvantages for each source of information for performance evaluations.
Ultimately, using a variety of sources might garner the best results.

A 360-degee performance appraisal method is a way to appraise performance by using several
sources to measure the employeeds effectivene
reviewed information. For example, in ththewson v. Aloha Airlinesase, peeevaluations

were found to be retaliatory against a pil ot
strike against a different airline.

Management of this processcanbettme nsumi ng for the HR professi
many softwae programs available to help administer and assess 360 review feedback. Halogen

360, for example, is used by Princess Cruises and media companies such as MSNBC. This type of
software allows the HR professional to set criteria and easily send links tmeustpeers, or

managers, who provide the information requested. Then the data are gathered and a report is
automatically generated, which an employee can use for quick feedback. Other similar types of
software include Carbon360 and Argos.

5.1.2 Performane Appraisal System Errors

Before we begin to develop our performance review process, it is important to note some of the
errors that can occur during this process. First, halo effects can occur when the source or the rater
feels one aspect of the performsans high and therefore rates all areas high. A mistake in rating

can also occur when we compare one employee t
standards. Sometimes halo effects will occur because the rate is uncomfortable rating someone low
on a performance assessment item. Of course, when this occurs, it makes the performance
evaluation less valuable for employee development. Proper training on how to manage a
performance appraisal interview is a good way j{o avoid this. We discuss this in
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Validity issues are the extent to which the tool measures the relevant aspects of performance. The
aspects of performance should be based on the key skills and responsibilities of the job, and these
should be reviewed often to make sure they are stilicgipé to the job analysis and description.

Reliability refers to how consistent the same measuring tool works throughout the organization (or
job title). When we look at reliability in performance appraisals, we ask ourselves if two raters

were to rate aemployee, how close would the ratings be? If the ratings would be far apart from

one another, the method may have reliability issues. To prevent this kind of issue, we can make

sure that performance standards are written in a way that will make thenrabéastor example,
instead of Aincrease salesodo as a performance
percent from |l ast year. o0 This performance st a
accuracy of our performance methods.

Acceptability refers to how well members of the organization, manager and employees, accept the

performance evaluation tool as a valid measur
current measurement tools of Blewett Gravel, Inc. are in place andvsthidity for each job
functi on. However, managers donodét think the t

result, they spend minimal time on the evaluation. This could mean the current process is flawed
because of acceptability error.

Anotherconsideration is the specificity, which tells employees the job expectations and how they
can be met. If they are not specific enough, the tool is not useful to the employee for development
or to the manager to ensure the employee is meeting expectiiimaily, after we have developed

our process, we need to create a time line and educate managers and employees on the process.
This can be done through formal training and communicated through company blegsits. e
According to Robert Kent, teachinggple how to receive benefit from the feedback they receive
can be an important part of the process as well.

5.1.3 Performance Appraisal Legal Considerations

The legality of performance appraisals was questioned in 1Bi#tav. Zia in which an
employes was terminated based on a subjective performance evaluation. Following this important
case, employers began to rethink their performance evaluation system and the legality of it.

The Civil Service Reform Act of 1978 set new standards for performanagéoal Although

these standards related only to public sector employees, the Reform Act began an important trend
toward making certain performance evaluations were legal. The Reform Act created the following
criteria for performance appraisals in governireggencies:

1. All agencies were required to create performance review systems.

2. Appraisal systems would encourage employee participation in establishing the performance
standards they will be rated against.

3. The critical elements of the job must be in writing

4. Employees must be advised of the critical elements when hired.

5. The system must be based exclusively on the actual performance and critical elements of

the job. They cannot be based on a curve, for example.

They must be conducted and recorded at least pacyear.

Training must be offered for all persons giving performance evaluations.

The appraisals must provide information that can be used for decision making, such as pay

decisions and promotion decisions.

© N

Early performance appraisal research can pgeus a good example as to why we should be
concerned with the legality of the performance appraisal process. Holley andfaided sixty

six legal cases that involved discrimination afgé)erformance evaluation. Of the cases, defendants
won thirty-five of the cases. The authors of the Study determined that the cases that were won by
the defendant had similar characteristics:
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Appraisers were given written instructions on how to complete the appraisal for employees.
Job analysis was used to develop the performance measures of the evaluation.

The focus of the appraisal was actual behaviors instead of personality traits.

Upper mangement reviewed the ratings before the performance appraisal interview was
conducted.

PwNPE

This tells us that the following considerations should be met when developing our performance
appraisal process:

1. Performance standards should be developed using tl@a@bysis and should change as the
job changes.

2. Provide the employees with a copy of the evaluation when they begin working for the
organization, and even consider having the employees sign off, saying they have received
it.

3. All raters and appraisers shoudd trained.

4. When rating, examples of observable behavior (rather than personality characteristics)
should be given.

5. A formal process should be developed in the event an employee disagrees with a
performance review.

Now that we have discussed some of titials of performance appraisals, we can begin to
discuss how to develop the process of performance evaluations.

Advantages and Disadvantages of Each Source for Performance Evaluations
Source Advantages Disadvantages

Usually has extesive knowledge of
the empl oyeeds

Manager/Superwsmabilities Bias
Favoritism

Self Self-analysis can help with I n the empl oyeed:
employee growth or her own ratings

Works well when the supervisor
doesndt alobseryeshe
employee

Peer Can bring a different perspective
since peers know the job well
If confidential, maycreate mistrus
within the organization
Customers often have the best vieCan be expensive to obtain this
of employee behavior feedback

Customer/Client ~ Can enhance lontgrm relationship

with the customer by asking for Possible bias

feedback

Data garnered can include how wPossible retaliation if results are not

the manager treats employees favorable

Can determine if employees feel

there is favoritism within their

department Rating inflation

Subordinates may not understdhd

Abi g pictureodo a

Can be used as a sdiévelopment

tool for managers

If nothing changes despiﬁ he

evaluation, could create ivatio

issues among employees

Relationships can create bias in the
review

'If evaluations are tied to pay, this cai

tput both the employee and the peer
an awkward situation

Subordinate

If confidential, may create mistrust
within the organization
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5.2 Feedback

5.2.1 Performance Feedback:

Most employees want feedback about their performance.Performance feedback is the ongoing
process between employee and the manager where information is exchanged concerning the
performance expected and therformance exhibited. Effective performance feedback skills are
extremely important for managers. Employees need to be able to constructive feedback regarding
both positive and negative aspects of their performance.

5.2.2 Features of Performance Feedback
1 Itis specific rather than general.
1 Itis focused on behavior rather than on the person.
1 It takes into account the needs of the receiver of the feedback.
1 Itinvolves sharing of Information rather than giving advice.

5.2.3 Types of Performance Feedback:

1 Formal feedback

1 Informal Feedback

1 Positive Feedback

1 Negative Feedback

5.2.4 Process of Performance Feedback:
1 Scheduling performance feedback
1 Preparing for a feedback session
1 Conducting the Feedback session

5.3Promotion

5.3.1 Definitions of Promotion
Same definiti ons given by authorities on the subject are listed below:

According to Scott and Clothier, AA promotion is the transfer of an employee to a job which pays
more money or one that carries some preferred status.o

According to Prof Mamoria, fiPromotion is a term which covers a change and calls for greater
resporsibilities, and usually invdves higher pay and better terms and condtions of service and,
therefore, a higher status or rank. 0

According to Arun Monappa and Saiyadain, fiPromotion is the upward reassgnmernt of an
individual in an organizationG hierarchy, accompanied by increased responsibili ties, enhanced sétus,
and usuall y with increased income, thoudh nat always so. 0

From the above definitions, we can say that promotion usually implies several things to the person
concernedd higher status, both at work and in the community outside, more pay and fringe
benefits, perhaps greater job security and a more senior position from which a person renders
better service to his organizaion. Employees expect to be informed about ladders of promotion,
how they can prepare themseles for advancement and what will be expected of them from the
higher rated jobs.

5.3.ZTypesof Promotion
The different types of promotions are:

(&) Limited Promotion
Limited promotion is also known as upgading.l:l;t7is the movement of an employee to a more
resporsible job within the same occupational unit and with a correspondng increase in pay. Thus,



BA7204
HUMAN RESOURCE MANAGEMENT

upgading means an increase of pay on the same job or moving to a higher scale withou changng
the job.

(b) Dry Promotion

Dry promotion is a promotion as a result of which there is no inarease in the employeet pay. Dry
promotions are those which are given in lieu of increases in compensation. It is usualy made
decorative by giving a new and longgr title to the employee.

(c) Multiple Chain Promation

Multiple chain promotion provide for a systematic linking of each position to several other
positions. Such promotions identify multi-promotional oppatunities through clearly defined avenues
of approach to and exist from each paosition in the organization.

(d) Up and Out Promotion

Up and Out Promotion often leads to termination of services. In this type of promotion, a person
must either earn a promotion or seek employmen elsewhere.

5.3.3Basis of Promotion

(@) Promotion Based on Seniority

(b) Promotion Based on Merit
(c) Merit cum seniority promotion

(d) Promotion by Selection
(e) Time Bound Promotion

(f) Temporary Promotion

Demotion is a process by which the employee is dowvngraded and sent to a lower pasition from the
one heis holding at present. When an employee is moved to a job with lessresporsibility, status
or compensation he is said to be demoted. Demotion is the reverse of promotion. It is more a
punishment for inefficiency or incompetence. According to D.S Beach, Demotion is fithe
assgnment of an indvidual to a job of lower rank and pay usually invdving lower level of
difficulty and resporsibilityo. According to Arum Mogpa and Saiyadain Demoation fiis a dowrnward
assgnment in the organizationd hierarchy to a lower level job which has less responsibility, pay
and status. Because of this hierarchical repositioning it has a negative connotation and may lead
to employee dissatisfactiond. Demotions, being a serious penalty, must be handed tactfully. The
usefulness of demotion asapuritive measureis questioned on many grounds. A demoted employee will
be disgruntled and his dissatisfaction may spread to co-workers which will adversely affect
morale, productivity and discipline of the workforce.

Causes of Demotion
Demotion may be used as a disciplinary weapon.

Demotion may be resorted to when employees, because of ill health or persanal reasors,
canna do their job properly.

If a company curtail s some of its activities, employees are often required to accept lower-level
position until normally is restored.

If an employee finds it difficult to meet job requirement standards, following his promotion
he may be reverted to his old paosition.

5.4Transfer

A transfer is a changein job assgnment. It does not involve a change in responsibility and
status. A movement of an employee between equivalent paositions at periodical intervals is
called f transfer .OA transfer therefore does not involve a change of regonsibility or
compensation. Transfers are normally made to place employees in pasitions where they are
likely to be more effedive or where they are li keRPto get greater job satisfaction. Transfers may
be either organization+initiated or employee initiated. An organization may initiate a transfer to
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place employees in positions where they are likely to be more eff ective or where they are better
able to meet work schedules of the organization. Employee initiated transfers also known as
fipersonnel transferso may be initiated for several reasons. These could range from wanting a
change of boss or a change of location or to avoid interpersonal conflicts with their present
coll eagues orto join their friendsand relatives.

54.1Typesof Transfers

There are different types of transfers depend ng on the purpose for which the transfers are made.
Judgng from the view-paoint of purpase, there are nine type of transfers.

(a) Generd (b) Production

(¢) Replacement (d) Shift

(e) Remedd (f) Versatility

(9) Punishment or Penal (h) Request or Persordl
(i) Mutual
a) General

General transfers are normally affected during a particular period of the year wherein all
employees having completed a given period of service in a post or at a place are invaved. Definite
rules and reguations are to be followed in affecting such transfers. Such transfers are followed in
big organizations, quasi-governmental organizations and government departments.

(b) Production

Production transfers are normally made from one department to ancther where the need for the
employee is more. This type of transfer is made to avoid lay-off of efficient and trained employees
by providing them with alternative pasitions in the same organization. These changes help to
stabilise employment in an organi zation and therefore require centralised control. Although it is called
prodiction transfer, similar situations can exist in non- manufacturing enterprises or divisions
too where an employee is transferred from one department to anather for similar reasons

(c) Replacement

These are transfers of longservice employees to similar jobs in other departments where they
replace or dumpb employees with shorter service Replacement transfers are affected to replace
persons leaving the organization, due to resignations, retirements, dismissal or death. Quite often
such transfers are affected to change a new employee who has proved to be ineffective in the
organization. Even thoudh the objective of these transfers is to retain the efficient and trained
employeesin this process some short-service employees may lose their jobs.

d) Shift

Shift transfers are transfers of workers from one shift to another on the same type of work.
Workers generaly dislike second or third shift as it affects their participation in community life.
To minimise this, shift transfers are effected. Shift transfers also help workers to be out of
routine fatigue.

(e) Remedial

Remedial transfers are transfers made to remedy some situation primarily concerned with employee
on the job. Remedial transfers provide management with a procedure whereby an unsatisfactory
placement can be corrected. Initial placement might be faulty or the type of job might nat suit his
health in such cases the worker woud benefit by transfer to a different kind of work.

(f) Versatility

The objective of these transfers is to increase the versatility of the employee by shifting him from
one job to another. In this way, the employee is provided a varied and broad job experience. This
transfer is like a rotation transfers. Versatility transfers, besides resulting in greater satisfaction of
the workers through job enlargement, also creates a work force which can be conveniently shifted
to other jobsin time of necessity. 139

(g) Punishment or Penal
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This transfer is made as punshments to erring employees. Quite often the employees are
transferred from one place be anather so that they are made to work in a situation of risks and
hazads. Employees are posted to such places as a matter of punshment for the errors and
omissons they have committed.

Sametimes, transfer is used as a concealed penalty. A trouble-maker may be transferred to a remote
branch where he canna cortinue his activities.

(h) Request Transfers
This type of transfer is done on the request of the employee. It is normally doneon humanitarian
grounds to help the employee to ook after his family and personal problems.

(i) Mutual Transfers

When transfers turn out to be mutual between two employees they are refeed to as mutual
transfers. Usually the organizaion concedes to request of employees for transfer if anather
employeeis willing to go to the other place.

5.5 Separation

Separation means cessation of service of agreement with the organization. Separaion can be the
result of:

() Resignation (b) Discharge (c) Dismissal(d) Rerendiment
(e) Lay-off (f) Golden handshake (g) Retirement

(a) Resignation

A resignation is a voluntary separaion. When a termination is initiated by the employee himsdlf, it
is termed a resignation. Resignations may be put in volurtarly by the employees on grounds of
mariage especialy in case of yourg girls, health, physical disability, better oppatunities
elsewhere, or maladjustment with company padicy and affairs. The personrdl department shoud
investigate the real reasons behind such resignations. A study of exit interviews over a period of
time may disclose a fiscal pattern suggesting improvements in the persomne management
functions.

Resignation may also be compulsory when an employee is asked to put in his papers if he wants to
avoid termination of services on the grourd of gross negligence of duty or some serious charge
against him.

(b) Discharge

A discharge invadves permanent separation of an employee from the organizaion because of poor
performance, violation of rules or poor code of conduct. A discharge becomes necessary when

() The busness volume is reduced thereby reducing the employment oppatunities in the
organization,

(i) The employee fail s to work according to the requirements of the job, or

(i) The employee forfeits his right to a job.

Discharges are generally made in accordance with the standng orders. The action taken shoud be
bonafide and nor a puntive measure or a case of victimisation.

(c) Dismissal

When the termination is initiated by the organization, it is termed as dismissal. A dismissl is the
termination of the services of an employee by way of punishment for some miscondict, or for
prolonged absence from duty. A dismissal is a drastic step. Therefore, it must be supported with a
just and sufficient cause. It is generally done as a last resort after all attempts at reconciliation
have failed. Before an employeeds savices are temminated, he shodd be given an oppatunity to
explain his condwct and show cause why he shoud not be dismissed. The principle of natural justice
shoud be followed to ensure that the punishment is in propation to the offence As a safeguard,
responsibility for dismissal shodd nat rest on thgg‘{ mediate supervisor. The approval of the next
higher autharity shoud generally be taken an e personnel manager shoud be consulted.
Dismissals can be on the grourd of unsatisfactory performance, miscondwct, or want of
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qualifications for the job, or excessve absenteeism.

(d) Retrenchment
Retrenchment is termination of service due to redundancy. It is a permanent termination of the
services of an employee for ecnamic reasons in a gaing concern. It must be nated that termination
of services as a punishment given by way of disciplinary action or superannuation a cortinued ill
health does nat constitute retrenchment. The term retrendiment is applied to continuing operations
where a part of the workforce is found to be superfluous. Retrenchment has many unstabilisi ng
effects It influences the attitudes and contributions of other employees who become disturbed by
rumours, gossps, resentment and a sense of insecurity about their own fate. The principle in the
procedure of retrenchment is that the last person employed in each category must be the first
person to be retrenched. For this purpose the employer prepares a list of all the workers in the
category where retrenchment is contemplated, arranged according to the seniority of service of the
employees in that category. When vacancies arise after retrenchment, the organization gives an
oppatunity to the retrenched workers to offer themselves for re-employment; and they are given
preference.
(e) Layoff
According to Section 2 (KKK) of the Indwstrial Disputes Act, a layoff is fithe failure, refusal or
inability of an employer, on accourt of shotage of coal power or raw materials, or the
accumulations of stocks or breakdown of machinery for any reason, to give employment to a
workman whose name is borne on the muster roll of his indvidual establishment and who has nat
been retrenchedo. According to this definition, a lay off refers to an indefinite separation of the
employee from the pay roll due to factors beyond the control of the employer. The employee is
expected to be called back in the forseeable future. The laid-off employee is nat a discharged
employee and is still carried on the roll as an employee. Lay- off is resorted to by the employer for
factors beyond his control. Such factors coud be:

Fluctuations in the market resulting in loss of sales.

Shortage of raw materials or power.

Accumulation of stock.

Breakdown of machinery.

Production delays.

f) Golden Handshake

It is a method of retrenchment wherein the employees with a certain minimum service can opt for
volurtary retirement and get a fat lumpsum in return. Golden handshake is usually offered by the
Government to reduce the size of the bureaucracy and close down chronically lossmaking public
sector enterprises. Many thinkers on the subjed are of the opinion that gadden handshake is the
falou of the new ecnamic pdicy followed by the Government of India. In the 1992 93 Union
Budggt, the Government had provided Rs. 450 crores for the Voluntary Retirement Scheme (VRS)
for its employees.

(g) Retirement

In Inda, the retirement age is 58 or 60 years. Sane employers may extend the age upward or
downward from this base. For those employees who retire, it is a significant mil estone. Regardless
of the age at which retirement occurs, workers may need prepardion through courselling. They
shoud be informed about pension choices and insurance benefits after retirement. Employees at
retiring age often feel they coud continue to work effectively and there is a strong resigance from
many to give up employment. For an organizaion, in times of staff shortage, retired employees
are of great help.

5.6 Implication of Job change

Effects of Promotion:

A Promotionresults in an employee taking on responsibility for managing or overseeing the work
of otheremployees. 141

A Promotion is viewed as desirable by employees because of the impact a promotion has on
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pay,authority,responsibility,and the ability to influence broader organizational decision making.
It is a form of recognition for Employees.who make siguaifit and effective work contributions.
An individual who receives a promotion normally receives additional financial rewards and the
ego boost associated with achievement and accomplishment.
A promotion is apowerful communication tool about what is valuigain an organization.
Effects of Demotion:
1 Demotion sensla strong signal to the employee that his behavior is not acceptable to the
organization.
1 It can also have a demoralizing effect on other employees who happen to work with the
demoted employee.
1 Demotion will have a serious impact on need fulfillment.
i If demotion is choosen over termination,efforts must be made to preserve the self esteem
of the individual . A positive i mage of t h
projected.

5.7THE EVALUATION AND CONTROL PROCESS

Ensure that a company is achieving what it set out to accomplish. It compares performance
with desired result and provides the feedback necessary for management to evaluate results and
take corrective action, as needed.

A Five StepFeedback Model

Determine what to measure :Top managers and operational managers need to specify what
implementation process and results must be capable of being measured in a reasonably objective
and consistent manner. The focus should be on the most significant element in a process the ones
thataccount for highest proportion of expense or the greatest number of problems. Measurement
must be found for all important areas, regardless of difficulty.
Establish standards of performance:Standards used to performance are detailed expressions of
straegic objectives they are measure of acceptable performasa#ts. Each standard usually
includes a tolerance range that defines acceptable deviation. Standards can be set not only for final
output but also for intermediate stages of production output.
Measure performance :measurement must be made at predetermined times.
Compare actual performance with the standard:if actual performance results are within the
desired tolerance range. The measurement process stop here.
Take corrective action: if actual results fall outside the desired tolerance range action must be
taken to correct the deviation, the following questions must be answered:

1. Is the deviation only a chance fluctuation?

2. Are the process being carried out incorrectly?

3. Are the process appropriate the achievement of the desired standard? Action must be

taken will not only correct the deviation but also prevent it is happening again.

4. Who is the best person to take corrective action?

Measuring performance
The end result of activity. Which maares to select assess performance depends on the

organizational unit to be appraised and the objective to be achieved. The objectives that were
established earlier in the strategy formulation part of strategic management process (dealing with
profitability, market share, and cost reduction, among others) should certainly be used to measure
corporate performance once the strategies ht42 been implemented.
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5.8 GRIEVANCE:

It may be any genuine or imaginary feeling of dissatisfaction or injustice which an
empl oyee experiences about his job and itdés n
It must be expressed by the employee and brought to the notice of the management and the
organization. Grievances take the form of collective disputes wiegratie not resolved. Also they
will then lower the morale and efficiency of the employees. Unattended grievances result in
frustration, dissatisfaction, low productivity, lack of interest in work, absenteeism, etc. In short,
grievance arises when employéese x pect ati ons are not fulfillec
which a feeling of discontentment and dissatisfaction arises. This dissatisfaction must crop up from
employment issues and not from personal issues.

5.8.1Grievance may result from the fdlowing factors-

a. Improper working conditions such as strict production standards, unsafe workplace, bad
relation with managers, etc.

b. Irrational management policies such as overtime, transfers, demotions, inappropriate salary
structure, etc.

c. Violation of organizational rules and practices

The manager should immediately identify all grievances and must take appropriate steps to
eliminate the causes of such grievances so that the employees remain loyal and committed to their
work. Effective grevance management is an essential part of personnel management. The
managers should adopt the following approacmamage grievance effectively

1. Quick action- As soon as the grievance arises, it should be identified and resolved.
Training must be given tihe managers to effectively and timely manage a grievance. This
will lower the detrimental effects of grievance on the employees and their performance.

2. Acknowledging grievance The manager must acknowledge the grievance put forward by
the employee as mdastation of true and real feelings of the employees.
Acknowledgement by the manager implies that the manager is eager to look into the
complaint impartially and without any bias. This will create a conducive work environment
with instances of grievancedeced.

3. Gathering facts- The managers should gather appropriate and sufficient facts explaining
the grievanceds nature. A record of such f
in later stage of grievance redressal.

4. Examining the causes of grievace- The actual cause of grievance should be identified.
Accordingly remedial actions should be taken to prevent repetition of the grievance.

5. Decisioning After identifying the causes of grievance, alternative course of actions should
be thought of to mang the grievance. The effect of each course of action on the existing
and future management policies and procedure should be analyzed and accordingly
decision should be taken by the manager.

6. Execution and review The manager should execute the decisionldyiignoring the
fact, that it may or may not hurt the employees concerned. After implementing the decision,
a follow-up must be there to ensure that the grievance has been resolved completely and
adequately.

An effective grievance procedure ensuresrarable work environment because it redresses the
grievance to mutual satisfaction of both the employees and the managers. It also helps the
management to frame policies and procedures acceptable to the employees. It becomes an effective
medium for the emplyees to express t feelings, discontent and dissatisfaction openly and formally.

5.8.2 Objectives of Grievance Handling Procedure:

143
Objectives of the grievance handling procedure are as follows:
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1. To enable the employee to air their grievance

2. To claify the nature of the grievance

3. To investigate the reasons for dissatisfaction

4. To obtain, where possible, a speedy resolution to the problem
5. To take appropriate actions and ensure that promises are kept

6. To inform the employee of their rigttt take the grievance to the next stage of the procedure, in
the event of an unsuccessful resolution

5.8.3 Benefits of Grievance Handling Procedure:

Benefits that accrue to both the employer and employees are as follows:
1. It encourages employees tosmconcerns without fear of reprisal.

2. It provides a fair and speedy means of dealing with complaints.

3. It prevents minor disagreements developing into more serious disputes.
4. It serves as an outlet for employee frustrations and discontents.

5t saves employerds time and money as sol utic
build an organizational climate based on openness and trust.

Details of a grievance procedure/machinery may vary from organization to organization.

5.8.4 The fou stages of the machinery are briefly discussed here:

1. Initial level at which grievance occurs:

The greatest opportunity to redress a grievance is to resolve it at the initial level at which it occurs.

A workerds gri evance nmnbdate bods, thedirite supenvisasr.dlie by t h
first stage of the procedure usually involves three pedstims aggrieved employee, his immediate

boss and the union representative.

It is possible to involve the union in laying down the framework of thexgance procedure and

thereafer restrain union involvement in the actual process, at least in the first two stages.
Supervisory role needs to be strengthened, with appropriate training in prsdiiény skills,

grievance handling, and counselling.

2. Intermediate stage:

I f the dispute is not redressed at the initia
head of the concerned department. It is important that the management assumes prime
responsibility for the settlement of a grievanét the intermediate level, griance can be settled

with or without union involvement.

3. Organization level:

144
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If a grievance is not settled at the intermediate level also, it can be referred to the top management.
Usually, a person of a level not gethan the general manager designated for the purpose directly
handles the issue. At this level, it is very difficult to reconcile thdlicting interests.

4. Third-party mediation:

If the grievance has not been settled bilaterally within the org#omzat goes to a third party for
mediation. Arbitration or adjudication or the matter may even be referred to a labour court. At this
stage, the parties concerned lose control over the way thamgeeis settled.

In case of mediation (conciliatiom arbitration), the mediator has no authority to decide, but in
case of the labour court or an adjudicator, the decision will be binding on the parties, subject to
statutory provisions for appeal to higher courts.

At any stage of the grievance machinehg dispute must be handled by some members of the
maragement. In grievance redressal, responsibility lies largely with the management. And, as
already disussed, grievances should be settled promptly at the first stage itself.

5.8.5 Methods of Identifying Grievances

The following methods can help the employer to identify the grievances:

1. Directive observation:

Knowledge of human behaviour is requisite quality of every good manager. From the changed
behaviour of employees, he should be able to snuff the causes of grievances. This he can do
without its knowledge to the employee. This method will give generalrpatfeyrievances. In

addition to normal routine, periodic interviews with the employees, group meetings and collective
bargaining are the specific occasions where direct observation can help in unfolding the
grievances.

2. Grip boxes:

The boxes (like sygestion boxes) are placed at easily accessible spots to most employees in the
organisation. The employees can file anonymous complaints about their dissatisfaction in these
boxes. Due to anonymity, the fear of managerial action is avoided. Moreover mamagé 6 s
interest is also limited to the free and fair views of employees.

3. Open door policy:

Most democratic by nature, the policy is preached most but practiced very rarely in Indian
organizations. But this method will be more useful in absence effective grievance procedure,
otherwise the organisation will do well to have a grievance procedure. Open door policy demands
that the employees, even at the lowest rank, should have easy access to the chief executive to get
his grievances redressed.

4. Exit interview:

Higher employee turnover is a problem of every organisation. Employees leave the organisation
either due to dissatisfaction or for better prospects. Exit interviews may be conducted to know the
reasons for leaving the job. Properly corntédcexit interviews can provide significant information

about the strengths and weaknesses of the organisation and can pave way for further improving the
management policies for its labour force.
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5.8.6The following steps provide a measure of guidance to the manager dealing with
grievances:

1. Acknowledge dissatisfaction:

Managerial/supervisory attitude to grievances is important. They should focus attention on
grievances, and not turn away from thégmorance is not bliss; it is the bane of industrial conflict.
Arrogant attitude on the part of supervisors and managers aggravates the problem.

2. Define the problem:

Instead of trying to deal with a vague feeling of discontent, the problem shoul@inezide

properly. Sometime the wrong complaint is given. By effective listening, one can make sure that a
true complaint is voiced.

3. Get the facts:

Facts should be separated from fiction. Although grievances result in hurt feelings, the effort
should bdo get the facts behind the feelings. There is need for a proper record of each grievance.

4. Analyse and decide:

Decisions on each grievance will have a precedent effect. While no time should be lost in dealing
with them, it is no excuse to be slipshadabut it. Grievance settlements provide opportunities for
managements to correct themselves, and thereby come closer to the employedsadiogsie
grievance redressal due to union pressures may temporarily bring union leadership closer to the
managemet, but it will surely alienate the workforce away from the management.

5. Follow up:
Decisions taken must be followed up earnestly. They should be promptly cocated to the

concerned employee. If a decision is favourable to the employee, their iaeneoss should have
the privilege of communicating the same
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Question Bank

Part A

1
2
3
4
5.
6
7
8
9

sa
31
32

. Define HRM. How does it differ from Personnel Management?
. Explain the objectives of HRM. How can these objectivescheved?
. Discuss the functions of Human Resource

. Discuss the qualities & qualification of HR Manager

Discuss the various advantages and uses of Human Resource Information System.

. Define Trade Union. Why do employees join unions?

. Define Huma Resource Planning. Explain the importance of Human Resource Planning
. What the levels of Human Resource Planning?

. What are the objectives of Human Resources Planning?

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

Define Recruitment. Bring out the factor influences of recruitment.

What & the various sources of recruitment. Discuss their relative merits and demerits.
Define Selection. Discuss various types of employment test.

What are the uses of job analysis?

What is job description? What are the contents of job description?

What is job specification? What the uses of job specification?

What are the contents of job specification?

What is job design? Bring out the factors that affect job design.

What is job rotation? State their uses.

What is job enrichmentDiscuss the need for job enrichment.

Define job enlargement? State their uses.

What is job evaluation? What are the objectives of job evaluation?

Discuss the advantages and disadvantages of job evaluation.

What do you mean by training?sbinguish between training, development and education.
What are the objectives of training? Explain the need for training in organization.
What are the benefits of training?

Explain the methods of assessing training needs.

What is knowledgmanagement? What are the benefits of Knowledge Management?
Distinguish between Promotion and Transfer

Distinguish between Dismissal and Retrenchment

What do you meant by compensation? What are the basic objectives and principles of wages &
bry administration?

. Distinguish between wage and salary 147

. What are compensation incentives?
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33. Give a note on wage differentials.

34. What are the various types of rewards?

35. What are the various fringe benefits offered to employees?

36. What is nreant by Career? Outline the process of Career Planning clearly.

37. Is career planning is important? Why?

38. What is Performance Appraisal? What are the needs of Performance Appraisal?
39. What are objectives of Performance Appraisal?

40. What is the imptance of Performance Appraisal?

41. Define Quality Control. What are the features of Quality Control?

42. Explain how to develop quality control in organization.

43. What are the problems in quality control?

44. Write a note on occupational hazards?

45. Qutline the causes of industrial accidents. How can accidents be avoided?

46. What is stress Management? What are causes of stress?

47. Define the term Personnel Research? Also appreciate the need for it.

48. What is Personnel Audit? List its objectives &lme its scope also.

49. What is Time Management? What are the uses of Time Management?

50. What is Human Resource Accounting? What are the advantages of Human Resource

Accounting?

PartB

. Describe the importance of Human Resource Management.
. Descibe the role of Human Resource Manager in detail.

. Explain Human Resource Information System.

. Explain the role of trade union.

. Explain the steps in Human Resource Planning.

. Explain the recruitment process
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. Write a note on recruitment practideBowed in Indian organization both in public and private
sectors.

8. Explain the steps involved in selection procedure (Selection Process)

9. Write a note on

** Psychological Test

** Stress Interview

** Application Blank

** Personality Test

** ReferenceCheck

10. Selection is virtually a kind of eliminationjprgcess. Comment

11. What is interview? Explain the different types of interview.
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12. Briefly describe the concept of job analysis & explain the job analysis process

13. Briefly explain the various rtfeods of job evaluation

14. Explain the training procedure in detalil

15. Explain the various training methods in detalil

16. What is Management Development Programme or Executive Development Programme? What
are the different MDP methods?

17. Can training bevaluated? Why? How?

18. Training Programmes are helpful to avoid personnel obsolescence. Discuss.

19. You cannot develop managers. People eithe
agree or disagree? Discuss.
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Question Paper Code : 60312

M.B.A DEGREE EXAMINATION, MAY/JUNE 2014,
. ) Second Semester
BA 7204 - HUMAN RESOURCE MANAGEMENT
. (Regulation 2013)

Time : Three hours : Maximum : 100 marks

Answer ALL questions. - =
PART A — (10 x 2= 20 marks)
1.  Differentiate HRM and HRD.
L2, l Define human resource audit.
3. Why human resource planning is impd‘rt;ant? '

4,  What is Induction Programme?

5.~ Write a short note on simulated training. . A i
6/ Define knowledge manaéement.

7. Define compensation management.

8.  What are the stages in career development?

9,  Define Behaviourally Anchored Rating Scales.

10.. Define Halo error effect.

PART B — (5 » 16 = 80 marks)

11. . (a) Explain the various phases in evolution of human resource management.
Or

(b) Explain human resource management and how it relates to the
management process. }
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12. (a) What is recruitment? What are the various internal and external sources
of recruitment? .

Or
(b) Discuss in detail the steps _involved in the Selection Process.

1

. )
13. (a) What are the various types of on — the -~ job training methods? Explain
them.

-

Or

~

(b) Explain the process of executive de»;elopment programmes.

14. (a) Define motivation. Explain any two theories of motivation.

Or

a2

{b) What' are the factors deciding compensation of employee? Explain in
detail.

15. (a) Discuss various techniques used to evaluate employees performance.

Or

(b) What are the sources of grievances? Explain the grievance handling
- procedure.
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Question Paper Code : 96010

M.B.A. DEGREE EXAMINATION, FEBRUARY/MARCH 2014.
Second Semester

DBA 1653 — HUMAN RESOURCE MANAGEMENT

(Regt_llations 2007/2009)
Time : Three hours Maximum : 100 marks

Answer ALL questions.
PART A — (10 x 2 = 20 marks)

1.  What are the qualities that a HR Manager should possess in order to perform
his job effectively?

2.  What are the various environmental factors which affect HR Management
Practices?

What is meant by human resource planning?
Write short note on Thematic Appreciation Test?

Briefly explain. the two types of knowledge.

What is career management?

3
4
5
6. What do you mean by Executive Development Programme?
7
8 What is meant by morale?

9

What is meant by promotion?

10. What do you mean by grievance redressal procedure?

PART B — (5 x 16 = 80 marks)

11. (a) "Human resource management practices are culture bound". Discuss this
statement and show how different cultures adopt different human
resource management practices?

‘Or

(b) "Human resource policies are guidepost to human resource management
function". Explain this statement.
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12. (a) Why has there been an increased emphasis on human resource planning?
Illustrate with examples the process of human resource planning at
enterprise level.

Or

(b) Discuss the steps involved in recruitment process? How will you reconcile
the internal and external sources of recruitment?

13. (a) How will you identify the training needs of an manufacturing
organization? Explain few important training methods.

Or

(b) How will you evaluate the effectiveness of an executive development
programme? If it is not effective, what steps will you take to make it
effective?

14. (a) What is compensation plan? Discuss the factors that should be taken into
consideration while formulating an effective compensation plan.

Or

(b) "Money cannot motivate all people under all circumstances". Discuss.

15. (a) What do you meant by 360 degree appraisal? What are the relative
merits and demerits of 360 degree appraisal?

Or

(b) What are the causes of employee grievances in an organization? How can
such grievances be addressed effectively?

2 96010
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Question Paper Code : 86010

M.B.A. DEGREE EXAMINATION, AUGUST 2013.
Second Semester
DBA 1653 — HUMAN RESOURCE MANAGEMENT

(Regulation 2007/2009)

Time : Three hours Maximum : 100 marks
Answer ALL questions.

PART A — (10 x 2 = 20 marks)

1.  Explain the objectives of human resource management.

2.  "Human resource is old wine in the new bottle" — comment.
3. How is demand for human resource forecast?

4.  What are the socialization benefits of HRM?

5.  Explain the need for employee training.

6. Define knowledge management.

7.> What are the types of reward?

8.  Explain the components of renumeration.

9.  State the meaning of promotion and its policy.

10. Define feedback interview.

PART B — (5 x 16 = 80 marks)
11. (a) Discuss the role and functions of Human Resource Management.

Or

(b) What are the policies are adopted in Human Resource Management?
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12. (a) Discuss the problems faced in human resource planning .How can these
problems can be over come?

Or

(b) Explain the various stages involved in the selection of candidates for jobs
in an organisation.

13. (a) Briefly discuss the steps involved in conducting a training programme in
a systematic way.

’ Or

(b) Explain Executive development programme. Discuss its suitability in
developing middle level managers.

14. (a) What is career delvopment? Explain the stages involved in it.

Or

(b) Briefly discuss the functions and responsibilities of mentoring.

15. (a) What do you mean by performance appraisal? Discuss the need for
performance appraisal.

Or
(b) Give an account of the complaints and grievances practices followed in
Industry.
2 86010
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Question Paper Code : 75510

M.B.A. DEGREE EXAMINATION, AUGUST 2012.
Second Semester
DBA 1653 - HUMAN RESOURCE MANAGEMENT
(Regulation 2007/2009)
Time : Three hours Maximum : 100 marks
Answer ALL questions.
PART A — (10 x 2 = 20 marks)
1.  Define HRM.
2. Define HR policies.
3.  What is recruitment?
4.  Define skill Inventories.
5. Define reinforcement.
6.  Define executive development.
7.  What is morale?
8.  Define career anchor.
9.  Define whistle blowing.
10. State the types of transfer.

PART B — (5 x 16 = 80 marks)
11. (a) Describe the evolution of HRM in Indian scenario.
Or

(b) Why it is important for HR management to evolve from an
administrative and operational level to a strategic level?
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12. (a) Define HRP planning. Describe its characteristics and objectives. Explain
the reasons for the growing interest in HRP in recent years.

Or

(b) If you were responsible for hiring someone for your job, which
recruitment sources would you use? Why? Which recruitment sources
would you avoid? Why?

13. (a) Briefly outline the steps involved in conducting a training programme in
a systematic way.

Or
(b) What do you mean by executive development? Discuss the methods of

executive development.

14. (a) Write a note on different stages in the career and list out the career
development strategies followed by the any five Indian companies.

Or

() What do you mean by fringe benefits? Explain the need for fringe
benefits. Explain the various types of fringe benefits offered to employees
in India.

15. (a) Explain the individual performance appraisal methods.

Or

() Discuss the model grievance procedure that is applicable in India. What
are the essential prerequisites of a grievance procedure?

2 75510
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Question Paper Code : 865610

M.B.A. DEGREE EXAMINATION, FEBRUARY 2012.
Second Semester
DBA 1653 — HUMAN RESOURCE MANAGEMENT

(Regulation 2007/2009)

Answer ALL questions.

PART A — (10 x 2 = 20 marks)

Differentiate personnel management and HRM.

Mention the major objectives of HRM.

What are the perquisites for conducting tests for selection?
Specify the advantages of HRP.

Define knowledge workérs,

Specify the purpose of on-the job training.

Define motivation.

What do you mean by career path?

Name the activities based on performance appraisal.

Define grievance.

PART B — (5 x 16 = 80 marks)

(a) (1) Elaborate the evolutionAof HRM.

(i) Explain the position of HR department in an organisation.

Or

(b) Elaborate the roles of HR manager.
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12. (a) Explain the process of human resource planning.
Or

(b)  Discuss the sources of recruitment mainly adopted by MNCs today.

13. (a) List and explain the steps in management development programme. Also
explain any two methods of EDP.

Or

(b)  Elaborate the subsystems in HRD mechanisms.
14. (a) Discuss various tools for career development. Also differentiate career
planning and succession planning.

Or
(b)  Elaborate achievement motivation theory and its implication.

15. (a) Explain the process of performance appraisal and explain any two
modern techniques.

Or

(b) “Collective bargaining is an effective tool for grievance redressal’.
Explain the process of collective bargaining.

2 85510
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Time : Three hours Maximum : 100 marks
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11.

Answer ALL questions.
PART A — (10 x 2 = 20 marks)

Explain human factor and their importance.

“In the present scenario, HR managers perform a variety of responsibilities” —

List them.

Mention some of the major stumbling blocks in HRP.

What are the factors taken into consideration in formulating recruitment

policy?

What are the types of training?

What are the features of Executive development?

What is career planning?

What are the forms of Non-Financial motivation?

What are the types of transfers?

List out the different types of separations?

(a)

(b)

PART B — (5 x 16 = 80 marks)

What are the objectives and functions of HRM?

Or

Supposing you have been appointed as the HR manager of a newly
established organization with more than 1000 employees of different
categories. Outline the policies you would put in place and give your
rationale for each.
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12. (a) What are the major reasons for the emphasis on HRP at the macro level
and explain any two techniques of HR demand forecasting?

Or

(b)  Why do organizations prefer internal source? Explain the advantages and
disadvantages of internal recruiting?

13. (a) Explain the principles, needs, criteria and levels of training evaluation.
Or

(b) Explain the process of executive development with illustrations.

14. (a) What is ERG theory of motivation? Discuss its merits and limitations.
Or

(b) . Define the terms career planning and career development. Explain career
development initiatives.

15. (a) Explain the process of performance appraisal.
Or

(b)  Explain in brief about different separation modes and their policies.

2 . 95510
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