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UNIT-1 

HUMAN RESOURCE MANAGEMENT AND HR PLANNING 

MEANING AND DEFINITION OF HUMAN RESOURCE MANAGEMENT 

• MEANING 

It focuses on the working criteria of manpower force within an organisation. Human 
resource management is an executory function that tries to coordinate the organisation 
with the talent and competency of the staff. 

• DEFINITION 

According to the Invancevich and Glueck, “HRM is concerned with the most effective 
use of people to achieve organizational and individual goals. It is the way of managing 
people at work, so that they give their best to the organization”. 

NATURE AND FEATURES OF HR MANAGEMENT 

NATURE 

• Applying management principles and functions -The functions and principles 
are applied to acquiring, developing, maintaining and providing remuneration to 
employees in organization 

• Integrated decision making- Decisions on different aspects of employees must 
be consistent with other human resource (HR) decisions. 

• Decisions influencing the effectiveness at organization- Effectiveness of an 
organization will result in betterment of services to customers in the form of high-
quality products supplied at reasonable costs. 

• HRM functions are not confined within corporate boundaries- Applicable to 
non-business organizations such as education, health care, recreation and like. 
HRM refers to a set of programmes, functions and activities designed and carried 
out in order to maximize both employee as well as organizational effectiveness. 

FEATURES 
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• Action oriented- HRM focuses to attention of action rather than on written 
procedures or rules. The problems of employees at work are solved through 
rational policies. 

• Individual oriented- HRM tries to help employees to develop their potential 
entirely. It encourages them to provide out their best contribution to the 
organisation. It motivates to employees through a proper systematic process of 
recruitment, selection, training and development coupled with fair wage policies. 

• Development oriented- HRM aims at developing the full potential of employees. 
The reward structure is tuned to the needs of employees. Training is offered to 
enhance and improve their skills. Employees are rotated on various jobs with the 
view to let them gain experience and exposure. Sometimes they are found 
working excellently in one particular place and hence, allowed to remain there. In 
this way every attempt is made to use their talents fully in the service of 
organisational goals. 

• People oriented- HRM is concerned about people at work, both in individual 
capacity as well as members of groups. It aims to put people on assigned jobs in 
order to produce good results. The resultant gains are used to reward people and 
motivate them towards further improvements in productivity. 

• Continuous function- Terry Opines “HRM is not a short deal. It cannot be 
practiced only one hour each day or one day a week. It requires a constant 
alertness and awareness of human relation and their importance in every day 
operations”. 

• Auxiliary service- HR departments exist to help and to advise the line or 
operating managers to do their personnel work more effectively. An HR manager 
is a specialist advisor. 

SCOPE AND OBJECTIVES OF HRM 

SCOPE 

· Human Resource Planning-It is the first step of human resource management. 
HRP is a process through which the company makes an assessment of the present 
manpower-the number of people employed, number of post vacant, whether there is 
excess or shortage of staff and prepares plans and policies to deal with them 
accordingly. It also estimates the future man power requirement. It matches the 
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supply and availability of manpower with the company’s purpose and makes the best 
person available for the job. 

· Design of the Organization and Job - This element defines the tasks, authority, 
and systems of a job. It also ensures integration of individual jobs across the unit. 

· Recruitment and Selection- Recruitment is concerned with the developing the 
pool of candidates in the line with the human resources plan. Selection is the 
process of matching people and their career needs and capabilities with the jobs and 
career paths. It ends with the ultimate hiring of the candidate. 

· Training and Development- Human resource management is concerned with 
arrangement of training and development programme for the newly appointed staff 
as well as for existing employees. This helps to enhance the qualitative and 
quantitative performance of the work force.  

· Organizational Development- This element ensures healthy inter and intra unit 
relationships. It helps work groups in initiating and managing change. The 
organisational development also falls under the purview of human resource 
management. 

· Compensation and Benefits- This element focuses on a fair, consistent, and 
equitable compensation and benefits to the work force. 

· Employee Assistance- The focus of this element is to provide problem solving or 
counselling to individual employees. The purpose is to help employees in 
overcoming the personal and job-related problems. 

· Union/Labor Relations- This variable assures healthy union – organisation 
relationship. It aims at creating an environment of industrial peace and harmony. 

· Personnel Research and Information System- This element ensures a reliable 
and full proof HR information base. It not only evaluates personnel policies and 
programmes but also highlights the need and areas of change. 
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OBJECTIVES 

 

 

The primary objective of HRM is to ensure the availability of right people for right jobs so 
as the organisational goals are achieved effectively. 
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1. To help the organisation to attain its goals effectively and efficiently by providing 

competent and motivated employees. 

2. To utilize the available human resources effectively. 

3. To increase to the fullest the employee’s job satisfaction and self-actualisation. 

4. To develop and maintain the quality of work life (QWL) which makes employment in 

the organisation a desirable personal and social situation. 

5. To help maintain ethical policies and behaviour inside and outside the organisation. 

6. To establish and maintain cordial relations between employees and management. 

7. To reconcile individual/group goals with organisational goals. 

 

FUNCTIONS OF HRM 

1. Strategic HR Management- The first function of HR is all about knowing the 
future needs of the organization. What kind of people does the organization 
need, and how many? Knowing this will shape the recruitment, selection, 
performance management, learning and development, and all other HR 
functions. 

2. Equal Employment Opportunity- the idea that everyone should be treated fairly 
when they’re considered for various employment decisions. his means, for 
example, that anyone competing for a position at a company should have the 
same chances of succeeding if they’re right for the job. 

3. Staffing- This includes the activities of hiring new full-time or part-time 
employees, hiring contractors, and terminating employee contracts 

4. Talent Management and Development- This function of human resource 
management helps the employees to acquire skills and knowledge to perform 
their jobs effectively. Training an development programs are organized for both 
new and existing employees. Employees are prepared for higher level 
responsibilities through training and development. 
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5. Total Rewards- Rewarding employees for their work is a function that is 
impossible to miss. Rewards include salary but also growth and career 
opportunities, status, recognition, a good organizational culture, and a satisfying 
work-life balance. 

6. Risk Management and Worker Protection- A large part of working in human 
resources (HR) is managing employee risk. It is HR's job to keep employees 
safe and make sure the company isn't liable for any employee injuries. All 
different types of work environments require HR to manage risk and make sure 
that employees are protected. 

7. Employee and Labour Relations- Cordial labour relations are essential to 
maintain harmonious relationships between employees at the workplace. At the 
workplace, many employees work together towards a single objective.  it is 
crucial for an HR to provide proper rules, regulations and policies about labour 
relations. This way, the employees have a proper framework within which they 
need to operate. Therefore, every employee will be aware of the policies which 
will create a cordial and harmonious work environment. 

 

 

ROLE OF HR MANAGER 

1) Advisory Role          

2) Pro-Acting Role                                            

3)  Welfare Role       

4) Developmental Role     

5) Mediator’s Role      

6) Social Upliftment Role                

7) Counsellor’s Role      

8) Spokesperson Role      

9) Motivator’s Role 

10)  Procurer’s Role  

11)  Change Agent Role 
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12)  Maintenance Role 

13)  Disputes Prevention Role 

14)  Executive Role 

15)  Decision Maker’s Role 

16)  Coordinator’s Role 

17)  Strategist Role 

18)  Monitoring Role 

19)  

CHALLENGES OF HRM 

1. Compliance with Laws and Regulation- Keeping up with changing employment 

laws is a struggle for business owners. Many choose to ignore employment laws, 

believing they don’t apply to their business. But doing so could mean audits, 

lawsuits, and possibly even the demise of your company. 

2.  Management Changes- As a business grows, its strategies, structure, and 

internal processes grow with it. Some employees have a hard time coping with 

these changes. A lot of companies experience decreased productivity and morale 

during periods of change. 

3. Leadership Development- A recent study showed more than a third of companies 

are doing an average job, at best, at implementing leadership development 

programs. Thirty-six percent of companies surveyed in Brandon Hall Group’s State 

of Leadership Development Study admitted that their leadership development 

practices are below average. 

4.  Workforce Training and Development- Investing in the training and 

development of lower-level employees is another common HR problem. Some 

businesses have trouble finding the resources to do so. Employees on the front 

lines are some of your hardest workers, and may not have the time to take a 

training course. 
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5.  Adapting to Innovation- Technology is constantly changing. Businesses must 

be quick to adapt, or risk being left in the dust by their competitors. The challenge 

for small business owners is getting employees to embrace innovation and learn 

new technology. 

6. Compensation- Many companies are struggling with how best to structure 

employee compensation. Small businesses have to compete not only with 

businesses of a similar size, but also with corporations with big payroll budgets. 

Plus, you have to factor in the cost of benefits, training, taxes, and other expenses, 

which can range from 1.5 to 3 times the employee’s salary. 

7. Understanding Benefits Packages- The Affordable Care Act has been a pain 

point for many small businesses in the past few years. Rising healthcare costs 

mean companies must either pass these costs on to employees, or take a hit to 

their bottom line. Since good benefits packages can be a deciding factor for 

potential hires, understanding them is key. 

8.  Recruiting Talented Employees- Attracting talent is a huge investment of time 

and money. It’s difficult for entrepreneurs to balance between keeping a business 

running, and hiring the right people at the right time. In addition, it’s impossible to 

know whether a candidate will actually be a good fit until they’ve worked for you 

for a period of time. 

9. Retaining Talented Employees- Competition for talented employees is fierce. 

Startups and small companies don’t have big budgets for retirement plans, 

expensive insurance plans, and other costly items that their larger competitors 

do—at least, not yet. Employee turnover is expensive and can negatively impact 

business growth. 

10.  Workplace Diversity- Multiple generations. Ethnic and cultural differences. 

These are just a few of the many factors that make workplace diversity a continual 

challenge for small businesses. The risk of lawsuits for failing to protect employees 

from harassment is real. 
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HUMAN REOURCE PLANNING 

MEANING AND DEFINITION 

Human resource planning (HRP) is the continuous process of systematic planning 

ahead to achieve optimum use of an organization's most valuable asset—quality 

employees. Human Resource planning ensures the best fit between employees and 

jobs while avoiding manpower shortages or surpluses. 

DEFINITION 

According to Robbins, “The process by which an organisation ensures that it has the 

right number an kind of people at the places, at the right time capable of effectively 

and efficiently completing those tasks that will help organisation achieve its overall 

objectives.” 

NEED FOR HR PLANNINGS 

1. Determining Recruitment Needs – Human resource planning is needed for 

determining the recruitment needs so as to avoid the problems of unexpected 

shortages, wastage, blockages in the promotion flow and needless 

redundancies. 

2. Determining Training Needs – This is fundamentally important to plan training 

programmes, for which it is necessary to assess not only quantity but also quality 

in terms of the skills required by the organisation. This can be easily done 

through human resource planning. 

3.  Management Development – A succession of trained and experienced 

managers is essential for the effectiveness of the organisation, and this depends 

on accurate information about present and future requirements in all 

management posts, this information is provided by human resource planning. 

4.  Balancing the Cost between the Utilization of Plant and Workforce – This 

involves the comparison of the costs of material and human resources in different 
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combinations and choosing the optimum. The information required for the cost of 

human resource is provided through human resource planning. 

5.  Industrial Relations – The business plan makes assumptions about the 

productivity of the human resources which affect the industrial relations. These 

assumptions about the productivity of human resources are made through the 

information provided by human resource planning. 

6. Replacement of Persons – There is always a need to prepare persons for 

taking up new positions in case of contingencies. This is due to the reason that a 

large number of persons are to be replaced in the organisation because of 

retirement, old age, death, etc. 

7.  Expansion Plans – Human resource planning is essential for filling the new 

situations which are created in the organisation due to the execution of the plans 

of expansion and diversification. 

8. Labour Turnover – In every organisation, there is problem of labour turnover but 

the degree may vary from firm to firm. There will be need to recruit the new 

persons for the vacant posts, which is done through human resource planning. 
 

PROCESS FOR HR PLANNING 
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 Determining the Objectives of Human Resource Planning: The objective for 

which the manpower planning is to be done should be defined precisely, so as to 

ensure that a right number of people for the right kind of job are selected. 

 Analysing Current Manpower Inventory: The next step is to analyze the 

current manpower supply in the organization through the stored information 

about the employees in terms of their experience, proficiency, skills, etc. required 

to perform a particular job. 

 Forecasting Demand and Supply of Human Resources: The required skills of 

personnel for a particular job are matched with the job description and 

specification. 

 Analysing the Manpower Gaps: After forecasting the demand and supply, the 
manpower gaps can be easily evaluated.  In case there is a deficit, new 
candidates are to be hired. If there arises a surplus the employees have to be 
removed. 

 Employment Plan/Action Plan: In a case of a deficit, the firm may go either for 
recruitment, training, interdepartmental transfer plans whereas in the case of a 
surplus, the voluntary retirement schemes, redeployment, transfer, layoff, could 
be followed. 

 Training and Development: The training programmes are conducted to equip 
the new employees as well as the old ones with the requisite skills to be 
performed on a particular job. 

 Appraisal of Manpower Planning: Here the human resource plan is compared 
with its actual implementation to ensure the availability of a number of employees 
for several jobs. At this stage, the firm has to decide the success of the plan and 
control the deficiencies, if any. 
FACTORS INFLUENCING THE ESTIMATION OF HUMAN RESOURCE IN 

ORGANISATION 

Human Resource Planning (HRP) is influenced by several considerations. The 
more important of them are: 

 (i)Type and strategy of organization- The type of organization is an important 
consideration because it determines the production processes involved, number 
and type of staff needed, and the supervisory and managerial personnel 
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required. Manufacturing organizations are more complex in this respect than 
those that render services. The strategic plan of the organization defines the 
organization’s HR needs. For example, a strategy of organic growth means that 
additional employees must be hired. 

 
(ii) Organizational growth cycles and planning- The stage of an organization’s 
growth can have considerable influence on human resource planning. Small 
organizations in the embryonic stage may not have personnel planning. 
Need for planning is felt when the organization enters the growth stage. HR 
forecasting becomes essential. Internal development of people also begins to 
receive attention in order to keep up with the growth. 
 
(iii) Environmental uncertainties- HR managers rarely have the privilege of 
operating in a stable and predictable environment. Political, social and economic 
changes affect all organizations. Personnel planners deal with environmental 
uncertainties by carefully formulating recruitment, selection, and training and 
development policies and programmes. Balancing mechanisms are built into the 
HRM programme through succession planning, promotion channels, layoffs, 
flexitime, job sharing, retirement, VRS and other personnel related 
arrangements. 
 
(iv) Time horizons- Yet another major factor affecting personnel planning is the 
time horizon. A plan cannot be for too long on a time horizon as the operating 
environment itself may undergo charges. On one hand, there are short-term 
plans spanning six months to one year. On the other hand, there are long-term 
plans -which spread over three to twenty years. The exact time span, however, 
depends on the degree of uncertainty prevailing in an organization’s 
environment. 
 
(v) Type and quality of forecasting information- The quality and accuracy of 
information depend upon the clarity with which the organizational decision 
makers have defined their strategy, organizational structure, budgets, production 
schedules and so forth. In addition, the HR department must maintain well-
developed job-analysis information and HR information systems (HRIS) that 
provide accurate and timely data.  
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(vi) Labor market- Labour market comprises people with skills and abilities that 
can be tapped as and when the need arises. Thanks to the mushrooming of 
educational, professional and technical institutions adequately trained human 
resource is always available on the market.  
 

BENEFITS OF HRP 

 A Better View to the business decision 

HR planning leads to a better overall view of the business’s decisions by 
employees and the public. The actions taken by the organization become 
systematic and process-oriented, thus taking personal feelings out of the 
equation. 

 Retaining top talents 

When a human resource plan is thoughtfully executed, organizations can better 
retain top talents. As any organization knows, getting a talented individual hired 
in is only half the battle– incentivizing them to stay can be another matter 
entirely. 

 Addressing the organization’s manpower needs 

Human resource planning identifies a company’s needs with regards to 
manpower, thus allowing the organization to effectively address them. 

 Minimum Cost 

Attracting and retaining talent costs money, there’s no getting around it. Human 
resource planning, however, allows organizations to minimize the money they 
spend on these areas, thus reducing costs overall and leading to more efficient 
operations. 

 Ensuring that the right people are hired 

A solid human resource strategy helps organizations attract the right person for 
the job. This is especially important for any type of specialized position, where a 
specific background or knowledge is required, but it can also extend to more 
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general positions. Finding an employee with the right attitude, for example, can 
greatly improve the experience of customers at a convenience store. 

 Facilitating expansion programs 

If your business plans to expand, human resource planning can help your 
business prepare to do so with minimal growing pains. If you know there are 
going to be six openings coming up in the next year, you can begin to recruit for 
them now instead of waiting until it’s too late. 

 Training employees 

Even the right employee for the job can’t counteract a lack of training. Human 
resource planning considers training an important part of the recruitment and 
retention process. 

 Managing employees 

Employee management can be a challenge for any organization, big or small. A 
solid human resource plan ensures the right employees are placed in 
management roles. 

 Improved Utilization 

HR planning can improve employee utilization by connecting the right employee 
with the right position. This increases productivity and leads to a more 
knowledgeable workforce. 

 Management Development 

Hiring entry-level employees is tough– hiring management can be downright 
impossible. A human resource plan can direct your organization to potential 
employees that can be successfully groomed for management. 

 Information Base 

A human resource plan serves as an information base for an organization. It 
contains data on the organization’s growth, hiring strategy, training plan, and 
retention. This can help the organization make more informed decisions in the 
future. 
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 Coordination 

One result of a successful human resource plan is coordination amongst different 
departments. There must be communication between departments to ensure 
accurate job descriptions and staffing predictions, for example. 
 

 Corporate Asset 

A human resource plan can be a tremendous asset to any corporation, 
particularly larger ones or companies with multiple locations and moving parts. 

 Gradual Growth 

HR strategies can ultimately lead to gradual growth for an organization, which is 
sustainable and ideal. Unchecked growth can put unnecessary strain on an 
organization and actually harm it in the long run. 

 Coping with change 

Organizations must adapt to changes in the environment, both locally and 
abroad. A human resource plan can help a company adapt to changes, 
potentially even staying one step ahead. 

 Adjusting with the Rapid Technological Change 

Technological change occurs at a rapid pace, and it’s critical for organizations to 
keep up. Human resource plans can help make sure that your company does not 
get left behind. 
 

LIMITATIONS OF HRP 

1. The future is uncertain 

2. Conservative attitude of top management 

3. Problem of surplus staff 

4. Time consuming activity 

5. Expensive process 
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JOB ANALYSIS 

MEANING 

Job analysis, contains a simple term called "analysis", which means detailed study or 
examination of something (job) in order to understand more about it (job). therefore job 
analysis is to understand more about a specific job in order to optimize it. Job analysis 
is a systematic process of collecting complete information pertaining to a job. Job 
analysis is done by job analyst who is an officer have been trained for it. 

DEFINITION 

According to Blum, "A job analysis is an accurate study of the various components of a 
job. It is concerned not only with an analysis of the duties and conditions of work, but 
also with the individual qualifications of the worker." 

 

Objectives of Job Analysis  

Job analysis is a process which determines the duties and skill requirements of a job. 
Hence, it indicates what activities and accountability the job entails. Following are the 
main objectives or purposes of job analysis: 

1. Job Description 

A job description is a job profile which describes the contents, environment, and condition 
of jobs. It is prepared on the basis of data collected through job analysis. It provides 
information relating to activities and duties to be performed in a job. It differentiates one 
job from another by introducing unique characteristics of each job. 

2. Job Specification 

Job analysis provides the information related to the job and this data can be used to make 
the process or job simple. Job specification is another notable objective of job analysis. It 
includes the information relating to the requirements of skills and abilities to perform a 
specific task. It states the minimum acceptable qualifications that an incumbent must 
possess to perform the assigned duty successfully. Work simplification means dividing 
the job into small parts i.e. different operations in a product line or process which can 
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improve the production or job performance. The job specification statement identifies the 
knowledge, skills, abilities needed to perform that task effectively. 

3. Job Evaluation 

Job analysis also provides required information which is necessary for evaluating the 
worthiness of jobs. After the preparation of job description and job specification 
statements, it assists for the evaluation of actual performance against the predetermined 
standard. Then the deviation (if any) is found out that has taken place during the course 
of action. Moreover, job evaluation helps to establish the value of different jobs in a 
hierarchical order which allows comparing jobs one from another. 

4. Setting up of standards 

Standard means minimum acceptable qualities or results or performance or rewards 
regarding a particular job. Job analysis provides the information about the job and 
standard of each can be established using this information 

BENEFITS OF JOB ANALYSIS 

 Provides First Hand Job-Related Information 

 Helps in Creating Right Job-Employee Fit 

 Helps in Establishing Effective Hiring Practices 

 Guides through Performance Evaluation and Appraisal Processes 

 Helps in Analyzing Training & Development Needs 

 Helps in Deciding Compensation Package for a Specific Job 

METHODS OF JOB ANALYSIS 

   The various methods of job analysis are as follows: 

 

1. Observation Method: Three methods of Job Analysis are based on observation. 

These are- Direct Observation; Work Method Analysis, including time and motion 

studies and micro-motion analysis; and critical incident method. 
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2. Interview Method: It involves discussions between job analysis and job occupants or 

experts. Job analysis data from individual and group interviews with employees are 

often supplemented by information from supervisors of employees whose jobs are to be 

analysed. 
 

3. Daily Method: It requires the job holders to record in details their activities on a daily 

basis. 
 

4. Technical Conference Method: In this method, services of the supervisors who 

possess extensive knowledge about a job are used with the help of a conference of the 

supervisors. The analyst initiates discussion which provides details about the job. 
 

 5. Functional Job Analysis (FJA): It is a method that uses precise terminology and a 

structured job analysis “schedule” to record information regarding the job content. It is 

especially useful to the recruiting and selection functions. 
 

6. Questionnaire Method: These can be filled out by the employees on an individual 

basis or by job analysts for a group of employees. 

 

7. Job Inventories or Checklists: These are structured questionnaires that require a 

respondent to check or rate behaviour and/or worker character necessary to a particular 

job or occupation. Job inventories can either be Task/Job Oriented or 

Qualifications/Worker oriented. 

 

8. Job Performance Method: In this method the job analyst actually performs the job in 

question and thus receives 1st hand experiences of contextual factors on the job 

including physical hazards, social demands, and emotional pressures mental 

requirements. 

 
JOB DESIGN 
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 MEANING 

Job design means to decide the contents of a job. It fixes the duties and 
responsibilities of the job, the methods of doing the job and the relationships 
between the job holder (manager) and his superiors, subordinates and 
colleagues. 

 Job design also gives information about the qualifications required for 
doing the job and the reward (financial and non-financial benefits) for doing 
 the job. Job design is mostly done for manager’s jobs. While designing the 
job, the needs of the organization and the needs of the individual manager must 
be balanced. 

 DEFINITION 

 According to Davis (1966) has defined job design as “the specification of 
the content, methods and relationships of jobs in order to satisfy technological 
and organizational requirements as well as the social and personal requirements 
of the job holder”. 

GOALS OF JOB DESIGNING 

       i. Facilitating the interest of employees towards the job and enhancing their 
satisfaction. 

      ii. Increasing employee motivation and productivity 

     iii. Enhancing employees’ skills by identifying their training needs 

     iv. Covering the modern needs of employee participation 

      v. Ensuring safer working environment 

    vi. Making the communication process clear and effective in the organization 

   vii. Improving the quality of working life of employees. 
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   viii. Eliminating the unnecessary levels of supervision, checking, and control 

     ix. Establishing high-level standards for customer service 

      x. Minimizing cost by reducing wastage. 

JOB EVALUATION 

MEANING 

Job Evaluation is a systematic process of determining the worth of one job in relation to 
another job in the organisation. During job evaluation, the relative worth of various jobs 
is assessed so that wages can be paid depending upon the worth of the job. 

DEFINITION 

Wendell French defines Job evaluation as “a process of determining the relative worth 
of the various jobs within the organisation so that differential wages may be paid to jobs 
of different worth”. 

Kimball and Kimball define job evaluation “as an effort to determine the relative value of 
every job in a plant to determine what the fair basic wage for such a job should be.” 

CHARACTERISTICS  

1. It is a method with a systematic approach. 

2. It is an analysis of the work involved in its starting point. 

3. It is an attempt to determine the requirements of the work involved for any incumbent. 

4. It is a process by which jobs in an organisation are appraised. 

5. It is a process of analysing and describing positions, grouping them, and determining 

their relative value by comparing the duties of different positions in terms of their 

different responsibilities and other requirements. 

6. It is a system to deal exclusively with assessment of the job and not concerned with 

employees assigned to the job. 

7. It is designed only to establish wage differentials and is not concerned with the 

absolute wage level. 
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OBJECTIVES 

1.To secure and maintain complete, accurate and impersonal descriptions of each 

distinct job or occupation in the entire plant.  

2. To provide a standard procedure for determining the relative worth or value of each 

job in a plant. 

3. To determine a rate of pay for each job which is fair and equitable with relation to 

other jobs in the plant, community and industry. 

4. To ensure that like wages are paid to all qualified employees on like work. 

5. To promote fair and accurate consideration of all employees for advancement and 

transfer. 

6. To provide a factual basis for the consideration of wage rates for similar jobs both 

within the community and within the industry. 

7. To provide information for the work organisation, employee’s selection and training 

and numerous other important purposes. 
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UNIT-2 

HR Recruitment and Selection 

RECRUITMENT 

MEANING 

Recruitment is the process of actively seeking out, finding and hiring candidates for a 
specific position or job. The recruitment definition includes the entire hiring process, 
from inception to the individual recruit’s integration into the company. 

DEFINITION 

 According to Edwin B. Flippo, “It is a process of searching for prospective 
employees and stimulating and encouraging them to apply for jobs in an 
organization.” He further elaborates it, terming it both negative and positive. 

 He says, “It is often termed positive in that it stimulates people to apply for jobs, 
to increase the hiring ratio, i.e. the number of applicants for a job. Selection, on 
the other hand, tends to be negative because it rejects a good number of those 
who apply, leaving only the best to be hired.” 

RECRUITMENT SOURCE 

The eligible and suitable candidates required for a particular job are available through 
various sources. These sources can be divided into two categories: Internal & External.  
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 INTERNAL SOURCE OF RECRUITMENT 

 Promotions 

The promotion policy is followed as a motivational technique for the employees 
who work hard and show good performance. Promotion results in enhancements 
in pay, position, responsibility and authority. The important requirement for 
implementation of the promotion policy is that the terms, conditions, rules and 
regulations should be well-defined. 

 Retirements 

The retired employees may be given the extension in their service in case of non-
availability of suitable candidates for the post. 

 Former employees 

Former employees who had performed well during their tenure may be called 
back, and higher wages and incentives can be paid to them. 

 Transfers 

Employees may be transferred from one department to another wherever the 
post becomes vacant. 

 

 

 Internal advertisement 

The existing employees may be interested in taking up the vacant jobs. As they 
are working in the company since long time, they know about the specification 
and description of the vacant job. For their benefit, the advertisement within the 
company is circulated so that the employees will be intimated. 

 

EXTERNAL SOURCE OF RECRUITMENT 

 Press advertisement 
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A wide choice for selecting the appropriate candidate for the post is available 
through this source. It gives publicity to the vacant posts and the details about 
the job in the form of job description and job specification are made available to 
public in general. 

 Campus interviews 

It is the best possible method for companies to select students from various 
educational institutions. It is easy and economical. The company officials 
personally visit various institutes and select students eligible for a particular post 
through interviews. Students get a good opportunity to prove themselves and get 
selected for a good job. 

 Placement agencies 

A databank of candidates is sent to organizations for their selection purpose and 
agencies get commission in return. 

 Employment exchange 

People register themselves with government employment exchanges with their 
personal details. According to the needs and request of the organization, the 
candidates are sent for interviews. 

 Walk-in interviews 

These interviews are declared by companies on the specific day and time and 
conducted for selection. 

 E- recruitment 

Various sites such as jobs.com, naukri.com, and monster.com are the available 
electronic sites on which candidates upload their resume and seek the jobs. 

 

 Competitors  

By offering better terms and conditions of service, the human resource managers 
try to get the employees working in the competitor’s organization 
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MERITS AND DEMERITS OF E-RECRUITMENT 

      BENEFITS 

 Includes low cost 

 Enhances the geographical coverage 

 Opens opportunity for both employer & employee 

 Time saving 

 Carry effective and efficient working 

 Competent selection  

 

LIMITATIONS 

 Lack of awareness 

 Tedious exercise to screen and map the valid resume 

 Less reliable 

 Privacy issues 

 Least personal touch 

 Discrimination with those who do not have internet access. 

MERITS & DEMERITS OF INTERNAL RECRUITMENT 

BENEFITS 

 Employee motivation 

 Employee’s loyalty 

 Cost effectiveness 

 Simplified process 

 Reliability 

 Time saving 
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LIMITATIONS 

 Lack of fresh talent 

 Encourages favouritism 

 Limited scope 

 Raises conflicts 

MERITS & DEMERITS OF EXTERNAL RECRUITMENT 

BENEFITS 

 Fair and Impartial 

 Transparency 

 Fresh talent 

 Wider scope 

 Organizational growth 

LIMITATIONS 

 Employee turnover 

 Time consuming 

 involves huge cost 

 Employee dissatisfaction 

 Insecurity  

 

E-RECRUITMENT 

The E-Recruitment, also called as Online Recruitment, is the process of hiring the 
potential candidates for the vacant job positions, using the electronic resources, 
particularly the internet. 

Nowadays, companies make use of the internet to reach a large number of job 
seekers and hire the best talent for the company at a less cost, as compared to the 
physical recruitment process. 
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METHODS 

 E-mail 

 Social media 

 Online jobs listings 

 Website 

 Linked In 

FACTORS AFFECTING RECRUITMENT 

 

INTERNAL FACTORS 

1.Recruitment policy 

2. Human Resource Planning 

3. Size of the Organisation 

4.Cost involved in recruitment 

5. Growth and expansion 

 

EXTERNAL FACTORS 

1. Supply and demand 

2. Labour mark 

3.  Image of the organization 

4. Political-social- legal environment 

5. Unemployment rate 

6. Competitors  
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SELECTION 

MEANING 

Selection is the process of picking or choosing the right candidate, who is most suitable 
for a vacant job position in an organization. In other words, selection can also be 
explained as the process of interviewing the candidates and evaluating their qualities, 
which are required for a specific job and then choosing the suitable candidate for the 
position. 

Different authors define Selection in different ways. Here is a list of some of the 
definitions – 

 Employee selection is a process of putting a right applicant on a right job. 

 Selection of an employee is a process of choosing the applicants, who have the 
qualifications to fill the vacant job in an organization. 

 Selection is a process of identifying and hiring the applicants for filling the 
vacancies in an organization. 

 Employee selection is a process of matching organization’s requirements with 
the skills and the qualifications of individuals. 

 

SELECTION PROCESS 

• Preliminary Interview  

This is a very general and basic interviews conducted to eliminate the candidates who 
are completely unfit to work in the organization. This leaves the organization with a pool 
of potentially fit employees to fill their vacancies. 

•   Receiving Applications  

Potential employees apply for a job by sending applications to the organization. The 
application gives the interviewers information about the candidates like their bio data, 
work experience, hobbies and interests. 
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•  Screening Applications  

Once the applications are received, they are screened by a special screening 
committee who choose candidates from the applications to call for an interview. 
Applicants may be selected on special criteria like qualifications, work experience etc. 

• Employment Tests   

Before an organization decides a suitable job for any individual, they have to gauge 
their talents and skills. This is done through various employment tests like intelligence 
tests, aptitude test , proficiency tests, personality tests etc. 

• Employment Interview 

The next step in the selection process is the employee interview. Employment 
interviews are done to identify a candidate’s skill set and ability to work in an 
organization in detail. Purpose of an employment interview is to find out the suitability of 
the candidate and to give him an idea about the work profile and what is expected of the 
potential employee. An employment interview is critical for the selection of the right 
people for the right jobs. 

 

• Checking References   

The person who gives the reference of a potential employee is also a very important 
source of information. The referee can provide info about the person’s capabilities, 
experience in the previous companies and leadership and managerial skills. The 
information provided by the referee is meant to kept confidential with the HR 
department. 

•   Medical Examination   

The medical exam is also a very important step in the selection process. Medical exams 
help the employers know if any of the potential candidates are physically and mentally 
fit to perform their duties in their jobs. A good system of medical checkups ensures that 
the employee standards of health are higher and there are fewer cases of absenteeism, 
accidents and employee turnover. 
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•  Final Selection and Appointment Letter   

This is the final step in the selection process. After the candidate has successfully 
passed all written tests, interviews and medical examination, the employee is sent or 
emailed an appointment letter, confirming his selection to the job. The appointment 
letter contains all the details of the job like working hours, salary, leave allowance etc. 
Often, employees are hired on a conditional basis where they are hired permanently 
after the employees are satisfied with their performance. 

 

E-SELECTION 

MEANING 

The E-selection system enables HR employees to manage the selection process more 
actively and to provide more evidence of the effectiveness of the chosen selection 
method. The E-selection system enables the sustainability of the organization and 
evolves the system to satisfy the changing requirements of selection. The E-selection 
method enables HR practitioners to reduce the time and other resources, which are 
required to manage the selection process. 

 

 

DEFINITION 

E-selection begins where e-recruitment ends. Gueutal and Stone (2005) define e- 
selection as a process of web-based testing, face to face interviews, and job offers.  

Most organizations use e-selection to achieve some specific purposes, such as cost 
reduction, maximum utilization of human resources and sustainability. To operate e- 
selection properly, organizations need to consider few procedural requirements, including 
design upfront, vendor selection, and project steps, assessment steps, and protocol for 
the test event, and feedback to candidates. 

 

MERITS OF E-SELECTION 
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1. It’s Cost Effective-When you post a job ad on Facebook, you can pay for as much or 
as little exposure as you want, as well as target it to a very specific audience. 

2. It’s Immediate- Most job posts and replies appear in real time. This can help you either 
increase your efforts to attract more candidates, a different set of candidates or even stop 
candidates from applying if you’ve already found the right person for the job. 

3. You Can Reach a Bigger Audience-If you are looking for younger recruits in 
particular, than e-recruitment is probably the single most effective and efficient strategy 
possible; in the US, for instance, 98% of the 18–29 age group are active internet users. 

4. It’s Easy- Almost anyone can post a job advertisement online, because the majority of 
established job boards make the process clear, easy to understand and user-friendly. 

5. You Can Make Your Job Ad More Dynamic- Posting a job online or via social media 
platforms gives you a chance to be more creative with your ad for instance, you could 
create and attach a short video showing off the benefits of working for your company. 

6. It’s Flexible- With online posts, most platforms will allow you to edit, update or remove 
your job post whenever you wish. 

7. It’s Durable- Online job posts, stay live until the author or the host website removes it. 

8. It’s Accessible- No matter where you are in the world – if you have an internet-enabled 
device and connection, then you can perform all the management tasks. 

9. It Expedites the Hiring Process- All of these advantages directly lead to the biggest 
one of all: a shortened hiring process. You can shortlist (or even directly contact) the best 
applicants as their applications come in. 

DISADVANTAGES OF E-SELECTION 

1. Costs Can Spiral- Depending on the online platform you use, you may have to pay a 
subscription fee or other costs to post your vacancy.  

2. It Can Be Difficult to Measure Effectiveness- Not all online recruitment services offer 
an in-depth analysis of your posting; therefore, it can be hard to figure out what is and 
isn’t working and how to optimise your ad. 

3. It’s Informal- For some roles, companies perceive that online job postings – 
particularly on social media – can give off the wrong image of their company. This is 
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particularly true for executive-level roles, particularly at firms  that have a strong corporate 
or professional culture. 

4. It Attracts Bad Candidates- Posting a position online usually results in hundreds of 
applicants, many of whom will not be suitable for, or serious about, the role, thus diluting 
the quality of your talent pool. 

5. There’s a Lot of Competition- The main downside to following trends is that 
everybody else is doing the same thing. As a result, your post can quickly become buried 
under a mountain of other job offers. 

6. There Could Be Lost Labour Hours- If you are receiving large volumes of applications 
that need to be pruned, there are technical issues with the platform you are working with, 
or the job ad itself constantly needs to be changed, then the process can start to become 
difficult to manage. 

7. It Attracts Fraudulent Applicants- If you give away too many details in your ad, 
malicious hackers can even use the information to potentially gain access to your 
company’s IT systems. 

 

PROMOTION 

MEANING 

Promotion means advancement of employee to a higher post with greater 
responsibilities and higher salary, Better service conditions and thus higher status. 

DEFINITION  

According to Dale Yoder- Promotion is “A movement to a position in which 
responsibilities and presumably , prestige are increased” 

OBJECTIVES OF PROMOTION 

Ø To recognize an individual’s performance and reward him for his work.  

Ø To put the employee in a position where he will be of greater value to the company.  
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Ø To promote job satisfaction among the employees and give them an opportunity for 
unbroken continuous service. 

Ø To build up morale , loyalty and a sense of belonging on the part of the employees.  

Ø To demonstrate effective career development plans.  

Ø To attract suitable and competent employees for the organization.  

Ø To create among employees a feeling of satisfaction with their present conditions and 
encourage them to succeed in the company. 

TYPES OF PROMOTION 

 Open promotions 

 An organization or a company considers all individuals within it as a potential candidate 
and announces it to various aspirants internally.  

 Closed promotions 

An organization or company in which the candidate for higher position opening or 
vacancies is restricted and not open for all the individuals, within the organization and 
also does not announce the vacancies internally. 

 Multiple Chain promotions 

Which provides for a systematic linkage of each position to several others. Such 
promotions identify multi- promotional opportunities through clearly defined avenues of 
approach.  

 Dry promotions  

Dry promotions refer to an increase in responsibility & status without any increase in 
pay. On the basis of factors involved in promotion it can be classified into 2 forms. 

   Horizontal promotion: Promotions have similar kind of work. Ex – lower grade to 
higher grade without any change in work content (lower division clerk to upper 
division clerk).  

  Vertical promotion: Those which change the nature of the work. Ex – Supervisor 
to Manager. 
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PROMOTION POLICY 

The Promotion Policy is based on the recognition that in the course of meeting 
organizational objectives, the duties and functions of an employee may change in 
complexity and responsibility.  

Promotions therefore, are based on status changes that involve increasing responsibility 
levels. 

ELEMENTS OF PROMOTION POLICY 

1. Policy Statement 

There should be a policy statement from the management regarding promotion policy. It 
should clearly state that promotions will be from within the organization. 

2. Assessing Performance 

The basis to be followed for promotions should be indicated. How to assess the 
performance of employees while considering them for promotion? Performance 
appraisal may be one criterion, confidential reports may be another. The employees 
should know in advance the criterion to be followed for assessing their performance. 

 

3. Promotion Routes 

The promotion routes to be followed for different posts should be clearly mentioned. 
Every post has a different route. For example, an accounts clerk may be promoted as 
an accountant or accounts officer and so on.  

4. Employee Training 

Every promotion from within the organization should have a provision for training and 
orientation. This will improve the skill and knowledge of employees and make them 
suitable for taking up higher assignments. 

5. Maintaining Service Records 

A promotion policy can be successfully pursued only if records of employees’ 
performance are properly maintained. 
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6. Communication 

The promotion policy should be communicated to the employees. It will avoid suspicion, 
confusion and wrong notions in the minds of employees. If they know the criterion to be 
followed for promotions, they can judge themselves against those yardsticks.  

TRANSFER 

MEANING 

The meaning of word transfer is to move people or finances from one place to another. 
It is a common word used in the field of human resource which indicates the movement 
of employees from one job to another. The transfer generally took place in a later 
fashion moving employees within the same grade. 

TYPES OF EMPLOYEE TRANSFER  

 

 

 Production Transfer 

Sometimes in few production jobs the requirement of labor gets declined. In order 

to avoid the lay-off of the efficient employees due to reduction in the manpower 

requirement, organization often transfers the employees to alternative position. 

This transfer is known as production transfer. 
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 Replacement Transfer 

Due to change in technology or market some operations in the organization get 

shut down. Now in order to retain the long-service employee the organization 

replaces them with a new employee with shorter service. This is known as 

replacement transfer. The long-service employee are assigned new job in another 

department of the organization. 

 Rotation Transfer 

Enhancement of job experience is the reason behind rotation transfer. It is also 

called as versatility transfer. The management improves the versatility of the 

employees by their lateral movement from one job to another. This transfer helps 

in job enlargement of the employee. 

 Shift Transfer 

It is not a part of rotational shift but it is actual transfer of employees from one shift 

to another. Employees working in second shift often complain about the lack of 

social life. Thus, in order to maintain work life balance organization transfer the 

employee to another shift to help them in participates in their private and social life. 

 Remedial Transfer 

Sometimes the initial placement of the employee on particular job might be faulty. 

To correct the mistake, remedial transfer is carried out. It is often the situation in 

which due to some health issues the employees are not able to continue the given 

job. Thus they are replaced with other suitable employees who take a remedial 

transfer at the position. 

 Penal Transfer 

Here the example of Bangladesh Company is perfect. In this type of transfer the 

employee is used as a concealed penalty. When trade union activist or a trouble 

maker employee is located in the organization, this employee is transferred to a 
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remote branch of the organization to make sure he/she will not be able to continue 

the destructive activities. Such transfer is also known as downgrading as it may 

include reduction in authority, compensation and duties. 

TRANSFER PROCEDURE 

The procedure of the employee job transfer depends on who has requested or initiated 

the transfer process. Either manager/management or employee can initiate the transfer 

process. Here are two different employee transfer procedures followed in the 

organization. 

 

 

Manager/Management Initiated 

Employee Job Transfer 
Employee Initiated Job Transfer 

Manager or Management convey to HR 

department about a requirement of the 

position. 

The HR department checks the skills and 

competence required for the job profile 

and later recognizes the employee who 

can fulfill the job requirement within the 

organization. 

The employee is conveyed about the open 

position in the organization and his/her 

Employee check the open job position in 

the organization through internal portal 

and apply for it. 

HR department verify that the skills and 

competence of the employee matches to 

the job he/she applied. 

The HR department calls the employee for 

interview and to check the suitability of the 

employee for new job position. 

Once HR department confirms the 

employee is suitable for new job, the 
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willingness to join the new job position is 

checked by HR department. 

Sometimes the new manager or 

department takes interview of the 

employee to ensure the best fit for the new 

job position. 

The transfer form is issued to the 

employee along with the details of the new 

job to be joined. 

After the approval of the employee the 

transfer order is issued. 

current manager of the employee is 

contacted and HR department ensure that 

the employee is properly relived from the 

old job. 

After selection in the interview transfer 

form is issued to the employee along with 

the details of the new job to be joined. 

After the approval of the employee the 

transfer order is issued. 

 

DEMOTION 

Meaning 

Demotion is “reverse” of promotion. Demotion is the lowering of a rank, reduction in 

salary, status and responsibilities. It may be defined as the assignment of an individual 

to a job of lower rank and pay usually involving lower level of authority and responsibility 

CAUSES OF DEMOTION 

Demotion may take place due to the following reasons: 

1. Breach of Discipline: 

A breach of discipline may attract demotion as a punishment. An organisation can work 

only if proper discipline is maintained. A punitive action for such breach may be 

necessary so that people do not flout rules, regulation etc. of the company. 
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2. Inadequacy of Knowledge: 

A person may not be competent to perform his job properly. He may not be able to meet 

job requirements. In such a situation demotion becomes necessary. 

3. Unable To Cope With Change: 

Now-a-days, there is a rapid change in technology and methods of work. The existing 

employees may not be able to adjust themselves as per the new requirements. It may 

be due to lack of education, technical skill, ill health, old age or other personal reasons. 

Under these circumstances new persons may be needed to take up such jobs. 

4. Organisational Re-Organisation: 

Sometimes there may be organisational changes. It may be necessitated by either 

combining the departments or closing of some sections or departments. In such 

situations the number of positions is reduced and some employees may be posted at 

the lower positions until normality is restored. Such demotions are not due to any fault 

of the employees. 

LABOUR TURNOVER 

MEANING 

In each concern, employees often join and leave the concern for variety of reasons. The 
relation between the number of persons joining the firm and leaving the same on 
account of retirement, resignation, Layoff or retrenchment, etc., to the average number 
of pay roll is termed as Labour Turnover. 

DEFINITION 

 Labour turnover involves accessions and separations of employees. Accessions means 
employment of workers, whereas separation involve termination of employment due to 
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lay-offs, deaths, discharges, quits, etc. The rate of separation can be calculated with the 
help of the following formula: 

Labour Turnover Formula = (Total number of workers leaving the organization per 
month or year / Average number of workers on payroll for a month or year) x 100 

 

 

CAUSES LABOUR TURNOVER 

Causes for labour turnover could be classified into two types. They are: 

1. Unavoidable causes i.e., Natural causes, and 

2. Avoidable causes. 

8 UNAVOIDABLE CAUSES OF LABOUR TURNOVER 

Unavoidable causes are natural causes are not under the control of the management. 
Such causes normally include 

1. Change of Locality 

2. Death, retirement etc., of workers. 

3. Transport or housing problem in the firm’s locality. 

4. Unfit for the work. 

5. Misconduct of workers. 

6. Sickness, accident, etc., of workers. 

7. On account of personal betterment. 

8. Domestic matter like marriage, etc. 

10 AVOIDABLE CAUSES OF LABOUR TURNOVER 

Avoidable causes are the causes that are under the control of the management and are 
due to the personnel policy of the organization. Such causes are 
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1. Low wage rates and other allowances when compared to other concerns. 

2. Unhealthy and bad working conditions. 

3. Lack of job satisfaction due to faulty placement of workers. 

4. Heavy work load and long working hours. 

5. Absence of sound training programmes. 

6. Lack of proper promotion methods. 

7. Unsatisfactory medical and recreational facilities. 

8. No job security. 

9. Ill treatment of management towards the employees. 

10. Temporary Job. 

MEASURES TO CONTROL LABOUR TURNOVER 
 

All organizations expect to hive a certain rate of labour turnover, which is considered 
normal to that industry and trade. But, when the rate of labour turnover is considered 
high, then every effect should be made to reduce it. 

The following measures may be adopted to minimize the labour turnover. 

1. Appointing right man on the right job. 

2. Fair and equal treatment of all workers throughout the organization. 

3. Improvement of working conditions. 

4. Provision of fair wages, allowances and other monetary benefits. 

5. Provision of proper training facilities to new as well as existing employees. 

6. Provision of medical facilities to protect employees from sickness. 

7. Provision of welfare activities. 
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8. Allowing workers participation in the management. 

9. Adopting sound promotion and transfer policies. 

MEASUREMENT OF LABOUR TURNOVER 

 

1. Separation Rate Method: 

This is the most commonly used method. According to this method, turnover rate is 

measured by dividing the usual number of separations during a period by the average 

number of workers on the payroll during the same period, that is, 

 
 

2. Replacement Method: 

This method takes into consideration only the actual replacement of employees, 

irrespective of the number of people leaving. It is to be noted that in case new workers 

are employed on account of expansion of the business, they should not be included in 

replacements. Thus, 

 
 

3. Flux Rate Method: 

This method takes into consideration both the number of replacements and the number 

of separations. 

 
 

It is to be noted that turnover can neither be completely avoided nor is it desirable. 

However, its rate can be kept at a considerably low level by taking such steps which 

improve employee morale and create a congenial atmosphere in the organisation. 
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UNIT-3 

Training, Development & Evaluation 

MEANING 

“Training is the act of increasing the knowledge and skills of an employee for doing a 

particular job.” — Edwin B. Flippo 

Training is an organized activity for increasing the technical skills of the employees to 

enable them to do particular jobs efficiently. In other words, training provides the 

workers with facility to gain technical knowledge and to learn new skills to do specific 

jobs. Training is equally important for the existing as well as the new employees. It 

enables the new employees to get acquainted with their jobs and also increase the job-

related knowledge and skills. 

OBJECTIVES OF TRAINING 

(i) To provide job related knowledge to the workers. 

(ii) To impart skills among the workers systematically so that they may learn quickly. 

(iii) To bring about change in the attitudes of the workers towards fellow workers, 

supervisor and the organization. 
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(iv) To improve the productivity of the workers and the organization. 

(v) To reduce the number of accidents by providing safety training to the workers, 

(vi) To make the workers handle materials, machines and equipment efficiently and thus 

to check wastage of time and resources. 

(vii) To prepare workers for promotion to higher jobs by imparting them advanced skills. 

 

NEED AND IMPORTANCE OF TRAINING 

The need for training of employees arises due to the following factors: 

(i) Higher Productivity: 

It is essential to increase productivity and reduce cost of production for meeting 

competition in the market. Effective training can help increase productivity of workers by 

imparting the required skills. 

 

(ii) Quality Improvement: 

The customers have become quality conscious and their requirement keep on 

changing. To satisfy the customers, quality of products must be continuously improved 

through training of workers. 

 

(iii) Reduction of Learning Time: 

Systematic training through trained instructors is essential to reduce the training period. 

If the workers learn through trial and error, they will take a longer time and even may not 

be able to learn right methods of doing work. 

(iv) Industrial Safety: 

Trained workers can handle the machines safely. They also know the use of various 

safety devices in the factory. Thus, they are less prone to industrial accidents. 
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(iv) Reduction of Turnover and Absenteeism: 

Training creates a feeling of confidence in the minds of the workers. It gives them a 

security at the workplace. As a result, labour turnover and absenteeism rates are 

reduced. 

(vi) Technology Update: 

Technology is changing at a fast pace. The workers must learn new techniques to make 

use of advance technology. Thus, training should be treated as a continuous process to 

update the employees in the new methods and procedures. 

(vii) Effective Management: 

Training can be used as an effective tool of planning and control. It develops skills 

among workers and prepares them for handling present and future jobs. It helps in 

reducing the costs of supervision, wastages and industrial accidents. It also helps 

increase productivity and quality which are the cherished goals of any modern 

organization. 

TRAINING PROCESS 

A training is not a one sort affair; rather it is a step-by-step process that will completed 

only after successful completion of given sequential activities. 

1. Identifying Training Needs: 

Training need is a difference between standard performance and actual performance. 

Hence, it tries to bridge the gap between standard performance and actual 

performance. The gap clearly underlines the need for training of employees. Hence, 

under this phase, the gap is identified in order to assess the training needs. 

 2. Establish Specific Objectives: 

After the identification of training needs, the most crucial task is to determine the 

objectives of training. Hence, the primary purpose of training should focus to bridge the 

gap between standard performance and actual performance. This can be done through 

setting training objectives. Thus, basic objective of training is to bring proper match 

between man and the job. 
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 3. Select Appropriate Methods: 

Training methods are desired means of attaining training objectives. After the 

determination of training needs and specification of objectives, an appropriate training 

method is to be identified and selected to achieve the stated objectives. There are 

number of training methods available but their suitability is judged as per the need of 

organizational training needs. 

 4. Implement Programs: 

After the selection of an appropriate method, the actual functioning takes place. Under 

this step, the prepared plans and programs are implemented to get the desired output. 

Under it, employees are trained to develop for better performance of organizational 

activities. 

5. Evaluate Program: 

It consists of an evaluation of various aspects of training in order to know whether the 

training program was effective. In other words, it refers to the training utility in terms of 

effect of training on employees’ performance. 

6. Feedback: 

Finally, a feedback mechanism is created in order to identify the weak areas in the 

training program and improve the same in future. For this purpose, information relating 

to class room, food, lodging etc., are obtained from participants. The obtained 

information, then, evaluated, and analyzed in order to mark weak areas of training 

programs and for future improvements. 
 

Methods of Training 

1. On-the-job Training (OJT) Methods: 

This is the most common method of training in which a trainee is placed on a specific 

job and taught the skills and knowledge necessary to perform it. 

The advantages of OJT are as follows: 

1. On the job method is a flexible method. 

2. It is a less expensive method. 
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3. The trainee is highly motivated and encouraged to learn. 

4. Much arrangement for the training is not required. 

On-the-job training methods are as follows: 

 

1. Job rotation: 
This training method involves movement of trainee from one job to another gain 
knowledge and experience from different job assignments. This method helps the 
trainee understand the problems of other employees. 

2. Coaching: 

Under this method, the trainee is placed under a particular supervisor who functions as 

a coach in training and provides feedback to the trainee. Sometimes the trainee may not 

get an opportunity to express his ideas. 

3. Job instructions: 

Also known as step-by-step training in which the trainer explains the way of doing the 

jobs to the trainee and in case of mistakes, corrects the trainee. 

4. Committee assignments: 

A group of trainees are asked to solve a given organizational problem by discussing the 

problem. This helps to improve team work. 

5. Internship training: 

Under this method, instructions through theoretical and practical aspects are provided to 

the trainees. Usually, students from the engineering and commerce colleges receive 

this type of training for a small stipend.  

 

 

2. Off-the-job Methods: 

On the job training methods have their own limitations, and in order to have the overall 

development of employee’s off-the-job training can also be imparted. The methods of 
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training which are adopted for the development of employees away from the field of the 

job are known as off-the-job methods. 

The following are some of the off-the-job techniques: 

1. Case study method: 

Usually case study deals with any problem confronted by a business which can be 

solved by an employee. The trainee is given an opportunity to analyse the case and 

come out with all possible solutions. This method can enhance analytic and critical 

thinking of an employee. 

2. Incident method: 

Incidents are prepared on the basis of actual situations which happened in different 

organizations and each employee in the training group is asked to make decisions as if 

it is a real-life situation. Later on, the entire group discusses the incident and takes 

decisions related to the incident on the basis of individual and group decisions. 

3. Role play: 

In this case also a problem situation is simulated asking the employee to assume the 

role of a particular person in the situation. The participant interacts with other 

participants assuming different roles. The whole play will be recorded and trainee gets 

an opportunity to examine their own performance. 

4. In-basket method: 

The employees are given information about an imaginary company, its activities and 

products, HR employed and all data related to the firm. The trainee (employee under 

training) has to make notes, delegate tasks and prepare schedules within a specified 

time. This can develop situational judgments and quick decision making skills of 

employees. 

5. Business games: 

According to this method the trainees are divided into groups and each group has to 

discuss about various activities and functions of an imaginary organization. They will 
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discuss and decide about various subjects like production, promotion, pricing etc. This 

gives result in co-operative decision-making process. 

6. Grid training: 

It is a continuous and phased programme lasting for six years. It includes phases of 

planning development, implementation and evaluation. The grid takes into consideration 

parameters like concern for people and concern for people. 

7. Lectures: 

This will be a suitable method when the numbers of trainees are quite large. Lectures 

can be very much helpful in explaining the concepts and principles very clearly, and 

face to face interaction is very much possible. 

8. Simulation: 

Under this method an imaginary situation is created and trainees are asked to act on it. 

For e.g., assuming the role of a marketing manager solving the marketing problems or 

creating a new strategy etc. 

9. Management education: 

At present universities and management institutes gives great emphasis on 

management education. For e.g., Mumbai University has started bachelors and 

postgraduate degree in Management. Many management Institutes provide not only 

degrees but also hands on experience having collaboration with business concerns. 

10. Conferences: 
A meeting of several people to discuss any subject is called conference. Each par-
ticipant contributes by analyzing and discussing various issues related to the topic. 
Everyone can express their own view point. 

Management Development 

MEANING 
Management development is a planned and organised process and programme of 
training and growth whereby an individual manager or executive (at each level of 
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management hierarchy) gains knowledge, skills and attitude to manage workers and 
work organizations effectively. 

 

Objectives of Management Development: 

1. To ensure the availability of competent managers to achieve the goals of the 

organization 

2. To ensure optimum utilisation of human capital. 

3. To prepare present employees for higher assignments. 

4. To replace retiring executives with younger talents. 

5. And as a result, to promote progress, productivity and profits of the enterprise. 

Importance of Management Development: 

In the words of Peter Drucker- An institution that cannot produce its own managers will 

die. Hence, the ability of an institution to produce managers is more important than its 

ability to produce goods efficiently and cheaply. 

No modern business can grow and succeed without planned attention towards the 

development of certain attitudes, skills, knowledge and insights in its employees. 

Programmes for Management Development: 

A. Junior Managers/Executive Development Programme: 

(a) Observation assignments to work under a number of managers to observe as how 

they perform managerial functions. 

(b) Assignment to managerial positions-the trainee is appointed to a supervisory job so 

that he learns to get things done through others. 

(c) Job rotation among different managerial positions to gain actual experience in 

managing. 
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(d) Serving on committees-Committee experience will warn the young executive against 

believing that this point of view is always the right one to have, and it will show him the 

importance of having an open mind towards any problem. 

B. Senior Managers/Executive Development Programmes: 

(a) Lecturing: 

The lecture method followed by discussions is the best method to pass on ideas, 

concept, information and knowledge. 

(b) Brain-Storming: 

A problem is posed and ideas are invited which are critically examined. 

(c) Case Studies: 

It is a real life situation for studying a problem. Case studies are widely used in 

teaching, Law, personnel management, labour relations etc. 

 

(d) Conferences: 

The conference leader makes a preliminary statement indicating the scope of the 

subject and submits issues for discussion. He puts questions and induces other 

members of the group to participate in the discussion. 

This method is very useful for the development of conceptual knowledge and also for 

the creation and modification of attitudes. 

(e) Role Playing: 

It is spontaneous acting of a realistic situation involving two or more persons under 

class-room situation. 

Typical examples of role playing are: 

(i) A medical representative presenting a sales talk on a medicine to a doctor, 

(ii) A finance officer conducting a budget meeting etc. 
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Role playing involves action, doing and practice. 

(f) Project Method: 

A special project-such as marketing of a new product—may be given to an individual 

executive who will work on the project, collect data, carry out analysis and offer his 

recommendations. 

(g) Management Games: 

It is a classroom simulation exercise in which trainee teams compete against each other 

to achieve given objectives. 

(h) Sensitivity Training: 

It involves face-to-face contact with a small group for a couple of weeks. The learning 

takes place not on an intellectual level but on a feeling level, since the individual is 

actually experiencing events rather than talking about them. 

Methods of Management Development 

The methods and techniques of management development can be studied under the 

following heads:- 

1. On the Job Methods 2. Off the Job Methods. 

1. On the Job Methods: 

These are the methods in which learning of executive’s stakes place at the job place. 

These are time and cost saving techniques. On the job methods include the following: 

i. Coaching: 

In this method, superior guides and trains the subordinates or trainees as a coach. The 

content matter of coaching depends on the goals decided before the starting of 

coaching. The coach guides the trainees, reviews their performance time to time and 

suggests the changes required. 

This method works well if the coach and trainee are open with each other and there is 

an effective communication between them. Trainees take interest if they are recognised 

for improvement and rewarded for that. 
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ii. Job Rotation: 

According to Bennett, “Job rotation is a process of horizontal movement that widens the 

managers experience horizon beyond limited confines of his own.” 

Job rotation is a method in which a person is moved from one job to another on some 

pre-planned basis. There is a rotation of jobs until the trainee acquires knowledge about 

all related jobs. The purpose of job rotation is to increase knowledge, skills, 

understanding of trainees about various jobs. It increases their confines. Job rotation 

method is usually designed for junior executives and it may take a period of six months 

to two years for one rotation to complete. 

iii. Under Study: 

In this method, one person is selected by supervisor and trained like his descendant. He 

is prepared to assume full time responsibilities of position presently held by supervisor. 

If the supervisor leaves the job or is on long absence due to illness, retirement, 

promotion or death, etc., then that trained person become available at the place of 

supervisor. Supervisor gets most of his work done from the trainee, discusses problems 

with him and involves him in decision making. Trainee is also allowed to attend 

discussions and meetings as a representative of supervisor. 

iv. Multiple Management: 

This technique is a contribution of Charles P. McCormick of McCormick Corporation of 

Baltimore, U.S.A. 

In this method, a junior board of executives is made to learn the skills of Board of 

Directors (BOD). Major problems are analysed by junior board and recommendations 

given to BOD. This is beneficial to junior board of executives as they learn problem 

solving techniques and it benefits BOD as they get the valuable opinions of executives. 

Vacancies of BOD can be filled from junior board of executives. 

v. Selected Readings: 

In this method, development is through reading. Fluctuations are an integral part of 

business because business environment keeps changing. New and creative managerial 

techniques are also innovated in such environment. Managers can get knowledge about 

the latest developments in management world from selected professional books, 

journals, magazines, etc. 

vi. Committee’s Assignments: 
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A committee is formed of trainee executives. In committee meetings, all participants 

participate and discuss. The knowledge is increased by education. They also learn 

various methods of problem solving. Communication skills also develop. 

vii. Project Assignments: 

In this method, a group of workers is given a project work related to their functional 

area. This group of workers is called as project team or task force. Project team studies 

the work project problems and finds the solution. In this process, trainees learn various 

procedures. For example, marketing officers may be given the task of checking the 

accessibility of a market. In this process, they will learn about segmentation, positioning 

and targeting also. They will learn about the relationship of marketing department with 

other departments as well. 

2. Off the Job Methods: 

In these methods, the development process is not carried at job location but somewhere 

outside the job area. 

Off the job methods include the following: 

i. Case Studies: 

In this method, trainees are given a case in writing. Case here means a business 

problem or a situation which demands a solution. Trainees are directed to analyse the 

problem, find alternative courses of action, evaluate alternative courses and select most 

appropriate solution. The trainer sees the solution and guides regarding it and ensures 

that no relevant fact is missed. 

ii. Conference Method: 

A formal meeting conducted deliberately is called as conference. The participants 

discuss the topic, give their ideas. The conference can be divided into small sessions 

also. This method emphasises on interaction and participation of trainees. This method 

also helps to develop conceptual knowledge, modify attitude and is suitable for a group 

of 15-20 persons. In a group with more than 20 persons, active participation would not 

be possible. 

iii. Role Playing: 

In this method, trainees are given the roles which they act on the stage. Role players 

act before the class. This is a realistic behaviour of imaginary situations. Roles are 
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given for situations like hiring, firing, interviewing, grievance handling, disciplining a 

worker, presentation to clients or customers etc. 

iv. Lectures: 

Lectures are an easy method for development when number of trainees is large. It is 

cost effective and consumes less time. Lectures are formally organised talks in which 

instructor guides about specific topics. In lectures, various demonstrations, audio-visual 

aids and discussions can be used for creation of interest among listeners. 

This method is useful when the purpose is to teach facts, concepts, principles, attitudes 

and problem solving skills. 

v. Group Discussion: 

In this method, one topic of study is discussed by members of a group. Through this 

discussion, knowledge and communication skills of all group members improve. The 

topic is summarised by the chairman of group discussion. 

vi. In-Basket Exercise: 

In this method, employees are given a basket or tray or box containing papers and files 

which are related to their functional area. The trainee has to study these files and give 

his suggestions on the problem or situation. Suggestions of trainees are compared and 

conclusions arrived at. A report is also made of these suggestions. 

vii. Management Games: 

Management or business games represent the real life situations of business. Several 

teams of trainees are made who compete with each other or against the environment to 

achieve the objectives. The teams represent the companies, they solve their problems, 

take the decisions to achieve the maximum hypothetical profits. The game is continued 

for 6-12 periods. In the end, final results of all teams are found and compared with each 

other. 

Management games are of two kinds; first interacting type, in which decisions or actions 

of one team affect the other. Second, non-interacting games, in which decisions of 

every team are independent, do not affect others. Their results are entirely based on 

their own competence. 
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Management games train the trainees regarding communication skills, problem solving 

techniques, dispute handling skills, leadership qualities, etc. 

viii. Sensitivity Training: 

This training is conducted under controlled conditions, so it is also known as Laboratory 

training. It is also known as T-Group training. The purpose of this training is to make 

executives able to understand how groups work, how people interpret self and others. 

T-Group training aims at increasing tolerance level of individual also. 
 

Performance Appraisal 

Performance Appraisal is the systematic evaluation of the performance of employees 
and to understand the abilities of a person for further growth and development. 
Performance appraisal is generally done in systematic ways which are as follows: 

1. The supervisors measure the pay of employees and compare it with targets and 
plans. 

2. The supervisor analyses the factors behind work performances of employees. 
3. The employers are in position to guide the employees for a better performance. 

Objectives of Performance Appraisal 

Performance Appraisal can be done with following objectives in mind: 

1. To maintain records in order to determine compensation packages, wage 
structure, salaries raises, etc. 

2. To identify the strengths and weaknesses of employees to place right men on 
right job. 

3. To maintain and assess the potential present in a person for further growth and 
development. 

4. To provide a feedback to employees regarding their performance and related 
status. 

5. To provide a feedback to employees regarding their performance and related 
status. 

6. It serves as a basis for influencing working habits of the employees. 
7. To review and retain the promotional and other training programmes. 

Advantages of Performance Appraisal 
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It is said that performance appraisal is an investment for the company which can be 
justified by following advantages: 

1. Promotion: Performance Appraisal helps the supervisors to chalk out the 
promotion programmes for efficient employees. In this regards, inefficient 
workers can be dismissed or demoted in case. 

2. Compensation: Performance Appraisal helps in chalking out compensation 
packages for employees. Merit rating is possible through performance appraisal. 
Performance Appraisal tries to give worth to a performance. Compensation 
packages which includes bonus, high salary rates, extra benefits, allowances and 
pre-requisites are dependent on performance appraisal. The criteria should be 
merit rather than seniority. 

3. Employees Development: The systematic procedure of performance appraisal 
helps the supervisors to frame training policies and programmes. It helps to 
analyse strengths and weaknesses of employees so that new jobs can be 
designed for efficient employees. It also helps in framing future development 
programmes. 

4. Selection Validation: Performance Appraisal helps the supervisors to 
understand the validity and importance of the selection procedure. The 
supervisors come to know the validity and thereby the strengths and weaknesses 
of selection procedure. Future changes in selection methods can be made in this 
regard. 

5. Communication: For an organization, effective communication between 
employees and employers is very important. Through performance appraisal, 
communication can be sought for in the following ways: 

a. Through performance appraisal, the employers can understand and 
accept skills of subordinates. 

b. The subordinates can also understand and create a trust and confidence 
in superiors. 

c. It also helps in maintaining cordial and congenial labour management 
relationship. 

d. It develops the spirit of work and boosts the morale of employees. 

All the above factors ensure effective communication. 

6. Motivation: Performance appraisal serves as a motivation tool. Through 
evaluating performance of employees, a person’s efficiency can be determined if 
the targets are achieved. This very well motivates a person for better job and 
helps him to improve his performance in the future. 
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Performance Appraisal Methods: Traditional and Modern Methods 

Traditional Methods: 

Ranking Method: 

It is the oldest and simplest formal systematic method of performance appraisal in which 

employee is compared with all others for the purpose of placing order of worth. The 

employees are ranked from the highest to the lowest or from the best to the worst. 

Paired Comparison: 

In this method, each employee is compared with other employees on one- on one basis, 

usually based on one trait only. The rater is provided with a bunch of slips each coining 

pair of names, the rater puts a tick mark against the employee whom he insiders the 

better of the two. The number of times this employee is compared as better with others 

determines his or her final ranking. 

Grading Method: 

In this method, certain categories of worth are established in advance and carefully 

defined. There can be three categories established for employees: outstanding, 

satisfactory and unsatisfactory. There can be more than three grades. Employee 

performance is compared with grade definitions. The employee is, then, allocated to the 

grade that best describes his or her performance. 

Forced Distribution Method: 

This method was evolved by Tiffen to eliminate the central tendency of rating most of 

the employees at a higher end of the scale. The method assumes that employees’ 

performance level confirms to a normal statistical distribution i.e., 10,20,40,20 and 10 

per cent. This is useful for rating a large number of employees’ job performance and 

promo ability. It tends to eliminate or reduce bias. 

Examples of positive statements are: 

1. Gives good and clear instructions to the subordinates. 

2. Can be depended upon to complete any job assigned. 
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A pair of negative statements may be as follows: 

1. Makes promises beyond his limit to keep these. 

2. Inclines to favour some employees. 

Check-List Method: 

The basic purpose of utilizing check-list method is to ease the evaluation burden upon 

the rater. In this method, a series of statements, i.e., questions with their answers in 

‘yes’ or ‘no’ are prepared by the HR department (see Figure 28-2). The check-list is, 

then, presented to the rater to tick appropriate answers relevant to the appraisee. Each 

question carries a weight-age in relationship to their importance. 

Critical Incidents Method: 

In this method, the rater focuses his or her attention on those key or critical behaviours 

that make the difference between performing a job in a noteworthy manner (effectively 

or ineffectively). There are three steps involved in appraising employees using this 

method. 

Graphic Rating Scale Method: 

The graphic rating scale is one of the most popular and simplest techniques for 

appraising performance. It is also known as linear rating scale. In this method, the 

printed appraisal form is used to appraise each employee. 

The form lists traits (such as quality and reliability) and a range of job performance 

characteristics (from unsatisfactory to outstanding) for each trait. The rating is done on 

the basis of points on the continuum. The common practice is to follow five points scale. 

Essay Method: 

Essay method is the simplest one among various appraisal methods available. In this 

method, the rater writes a narrative description on an employee’s strengths, 

weaknesses, past performance, potential and suggestions for improvement. Its positive 

point is that it is simple in use. It does not require complex formats and 

extensive/specific training to complete it. 
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Field Review Method: 

When there is a reason to suspect rater’s biasedness or his or her rating appears to be 

quite higher than others, these are neutralised with the help of a review process. The 

review process is usually conducted by the personnel officer in the HR department. 

Confidential Report: 

It is the traditional way of appraising employees mainly in the Government Departments. 

Evaluation is made by the immediate boss or supervisor for giving effect to promotion 

and transfer. Usually a structured format is devised to collect information on employee’s 

strength weakness, intelligence, attitude, character, attendance, discipline, etc. report. 

Modern Methods: 

 

Management by Objectives (MBO): 

Most of the traditional methods of performance appraisal are subject to the antagonistic 

judgments of the raters. It was to overcome this problem; Peter F. Drucker propounded 

a new concept, namely, management by objectives (MBO) way back in 1954 in his 

book. 

The Practice of management. The concept of MBO as was conceived by Drucker, can 

be described as a “process whereby the superior and subordinate managers of an 

organization jointly identify its common goals, define each individual’s major areas of 

responsibility in terms of results expected of him and use these measures as guides for 

operating the unit and assessing the contribution of each its members”. 

Behaviourally Anchored Rating Scales (BARS): 

The problem of judgmental performance evaluation inherent in the traditional methods 

of performance evaluation led to some organisations to go for objective evaluation by 

developing a technique known as “Behaviourally Anchored Rating Scales (BARS)” 

around 1960s. BARS are descriptions of various degrees of behaviour with regard to a 

specific performance dimension. 
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Assessment Centres: 

The introduction of the concept of assessment centres as a method of performance 

method is traced back in 1930s in the Germany used to appraise its army officers. The 

concept gradually spread to the US and the UK in 1940s and to the Britain in 1960s. 

The concept, then, traversed from the army to business arena during 1960s. The 

concept of assessment centre is, of course, of a recent origin in India. In India, 

Crompton Greaves, Eicher, Hindustan Lever and Modi Xerox have adopted this 

technique of performance evaluation. 

360 – Degree Appraisal: 

Yet another method used to appraise the employee’s performance is 360 – degree 

appraisal. This method was first developed and formally used by General Electric 

Company of USA in 1992. Then, it travelled to other countries including India. In India, 

companies like Reliance Industries, Wipro Corporation, Infosys Technologies, Thermax, 

Thomas Cook etc., have been using this method for appraising the performance of their 

employees. This feedback based method is generally used for ascertaining training and 

development requirements, rather than for pay increases. 

Cost Accounting Method: 

This method evaluates an employee’s performance from the monetary benefits the 

employee yields to his/her organisation. This is ascertained by establishing a 

relationship between the costs involved in retaining the employee, and the benefits an 

organisation derives from Him/her. 

While evaluating an employee’s performance under this method, the following 

factors are also taken into consideration: 

1. Unit wise average value of production or service. 

2. Quality of product produced or service rendered. 

3. Overhead cost incurred. 
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4. Accidents, damages, errors, spoilage, wastage caused through unusual wear and 

tear. 

5. Human relationship with others. 

6. Cost of the time supervisor spent in appraising the employee. 

 Errors to Avoid During Performance Reviews 

Rating errors are factors that mislead or blind us in the appraisal process. Armstrong 
warned that “appraisers must be on guard against anything that distorts reality, either 
favorably or unfavorably.” These are the 10 rating errors seen most often. They’re 
where managers and other raters are most likely to go offtrack. 

1. Central tendency. Clustering everyone in the middle performance categories to 
avoid extremes of good or bad performance; it’s easy, but it’s wrong. This isn’t 
fair to employees who are really making an effort, and it can be demoralizing. 

2. Favoritism. Overlooking the flaws of favored or “nice” employees, especially 
those whom everyone likes. 

3. Grouping. Excusing below-standard performance because it is widespread; 
“Everyone does it.” 

4. Guilt by association. Rating someone on the basis of the company they keep, 
rather than on the work they do. 

5. The halo effect. Letting one positive work factor you like affect your overall 
assessment of performance. 

6. Holding a grudge. A dangerous luxury that may result in your ending up in 
court. Never try to make employees pay for past behavior. 

7. The horns effect. The opposite of the halo effect—letting one negative work 
factor or behavior you dislike color your opinion of other factors. 

8. Bias. Allowing your bias to influence the rating. Bias can come from attitudes and 
opinions about race, national origin, sex, religion, age, veterans’ status, disability, 
hair color, weight, height, intelligence, etc. 

9. Recency. Rating only recent performance, good or bad. Data should be 
representative of the entire review period. If you’re not keeping good notes, you 
may not remember the whole period. Armstrong noted that “you want to make 
sure, again, that you’re keeping records so that you can adequately describe 
performance over an entire performance period.” 

10. The sunflower effect. Rating everyone high, regardless of performance, to 
make yourself look good or to be able to give more compensation. 
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PERFORMANCE MANAGEMENT SYSTEM 

MEANING 

Performance management system is the systematic approach to measure 

the performance of employees. It is a process through which the organization aligns 

their mission, goals and objectives with available resources (e.g. Manpower, material 

etc), systems and set the priorities. 

Importance of performance management system 

 Performance management system helps in reducing conflicts among peers 

and the subordinates and thus helps in improving the performance. 

 All the employees including supervisor and managers would be highly 

motivated. 

 It helps to improve the organizational performance and helps in retaining 

employees and improving their productivity. 

 Motivated employees would be more loyal and thus management will have 

valuable employees 

 Performance management system helps in achieving job satisfaction 

 It provides ample learning opportunity and helps in career growth of the 

employees. 

 The employees will grow in maturity and responsibility if their efforts are 

judged 

 An employee who gives low output can be spotted and dismissed with more 

certainty. Similarly high performing candidate can be rewarded which would 

be more fair and accurate. 
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Benefits of Performance Management System 

A well managed performance management system plays an important role in managing 

the performance in an organization by: 

 Employees understand the importance of their contribution towards 

organizational goals and objectives. 

 Each employee understands what is expected from them and ascertaining 

whether the employees possess the skills required to perform a job 

 Ensuring proper alignment of objectives and helping in communication 

throughout the organization 

 Helps in a cordial relationship between an individual employee and the 

manager based on trust. 

 It also provides scope and opportunity for incentives, rewards, performance 

and career development. 

 Based on the output of the employees performance management system 

helps to discover the training and development needs for the employees. 

 It helps in strengthening the bond between management and subordinates. 

E- PERFORMANCE MANAGEMENT 

MEANING 

E-Performance Appraisal is nothing but utilizing intelligent software instead of paper-
and-pencil method to capture, store, analyze, rate and report the personnel’s activities 
inside the company to let the HR professionals or line managers be informed about 
employee’s strengths and weaknesses and take the right decisions about them.  

ADVANTAGES 

Set of advantages coming from applying the technology in performance appraisal 
process can be listed as follows:  
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(1) Facilitate the process of writing reviews – As we said before by CRMs all the 
reviews and reports would be created automatically based on the defined criteria and 
for the partially automated approaches, the forms and questions are ready to be filled 
on incumbent’s PCs by some clicks which brings facilitation.  

(2) Greater span of control – Especially about the completely automated methods the 
number of subordinates monitored by a manager would increase.  

(3) More and cheaper feedback during a year – By utilizing technology the process of 
performance appraisal would not be that time-consuming and expensive to be executed 
only once a year (generally at the end of a year with the time crunch). So it could be 
periodically generated and provide more feedback (Cardy and Miller, 2005).  

(4) Reducing biases in appraisal  

(5) Linking performance information to other HR data as two other deliverables of 
these systems. When the system would create reports automatically there is no fear of 
exercising any personal judgment. Also, since the information is classified and rich, they 
could be used for other purposes by HR professional like training or compensations 
plans. 

(6) Rich variety of information – These online systems are able to capture some 
information about employees which is not possible to be extracted through direct 
monitoring by managers, like idle time of the terminal.  

(7) Anonymity of the raters – In case of multisource feedback the raters would not be 
uncovered and only the results would be sent to each employee. 

(8) Built-in tutorial or training – This feature inside the system would allow the user to 
troubleshoot problems and familiarize themselves with the system’s features. 

 

DISADVANTAGES 

Despite all the benefits, there are still some pitfalls which make the companies more 
cautious about using technology to judge employees: 

 (1) Dissatisfaction to unfair appraisal – Whereas the ratings are automatically 
generated there is no guarantee that the raters feel satisfied about the results. The 
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design and details of the system should be carefully analysed and implemented to the 
extent they can rely on it, otherwise it quickly becomes a source of demotivation.  

(2) Lack of intelligence on qualitative controls – However all the activities done by 
the terminals would be quantitatively monitored but the qualitative aspects of the work 
may not be measured accurately.  

(3) Anonymity creates gap – Whereas it seems to be an advantage for raters, it may 
result a psychological gap between superiors and subordinates which cause a sense of 
unfairness or decreased trust among them.  

(4) Stresses on employees under control lead to less quality – psychologically 
when individuals think they are under control and even each of their clicks would be 
recorded it may increase pressures on them and decrease the quality by creating a 
space for doing things which are rewarded and inattention to what is not captured by the 
system (Cardy and Miller, 2005). 

(5) More negative evaluations than positive – Hebert and Vorauer (2003) in their 
empirical study found out evaluators provide clearer and more positive feedback in face-
to-face status than in computer-based interactions. It means the raters would rate more 
negatively when they are not going to deliver their perceptions about others through a 
Face-to-Face interaction.  

(6) Privacy concerns – Phillips et al. (2008) by looking at the purpose of data collection 
as an information factor which affects individual’s perception concludes regardless of 
what organization says about the reason of monitoring, employees may feel their 
privacy is invaded for other purposes like reduce their autonomy, restrict their freedom, 
basis for layoffs, measuring email access and usage or even timing of restroom breaks 
and so on. 
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UNIT-4 

Personnel records reports and audit 

 
RECORDS AND REPORTS 
 
Meaning 
 
1. Records is an account of something, written to perpetuate knowledge of events. 
  
2.  Records and reports and indispensable aids to all who are responsible for giving 
best possible service to individuals, families and community.  
 

3.  Good reports are time savers. They prevent duplication of work, decrease errors and 
show efficiency level of the staff. 
 
 
 
Characteristics of good Recording and Reporting: 

1. Accuracy: Information should be correct to prevent serious mistakes. Use of 
correct spelling and the institutions accepted abbreviation and symbols 
ensure accurate interpretation of information. It should be always complete with 
accurate signature. Do not use nick names. 

2. Conciseness: Use a few words as possible to give the necessary information. 
3. Thoroughness: Even a concise record or report must contain complete 

information. 
4. Up to date: Recording should be done on time. A definite time and routine for the 

reporting make more time and routine for the reporting makes more efficient 
management. Delay in recording can result in serious omissions and delay the 
work. 

5. Organization: Communicate all the information in a logical format or order. 
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6. Confidentiality: The information should be confidential. 
7. Objectivity: Presentation of facts not personal feelings, to give true picture. 

Importance of Records and Reports: 
The importance of records can be describe under following heads: 
1. Importance of records for patients 
 
 

 Legal evidence 
 It avoids duplication of treatment measures 
 It avoids duplication of diagnostic and procedural measures 
 It will assist in continuity of patient care 
 It helps in health insurance of the patient 

2. Importance of records for doctor  
 
 

 Assure quality of care 
 It will help in evaluation of medical care given by doctors 
 It protects the doctor from legal activities  

3. Importance of records for hospital 
 
 

 Legal protection of hospital 
 Evaluate medical care given by doctor  
 Evaluate performance of individual doctors 
 It also assist in planning and justification of resources 

4. Importance of records for public health 
 
 

 Helps in early warning of epidemic and communicable disease 
 Assist in planning preventive and social measures 
 Provide information of vital statistics like mortality rate, morbidity rate, infant 

death rate etc. 
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5. Importance of records in education and research 
 
 

 Forms basis of clinical research 
 Aids in formal education of students and staff 
 Reliable source of material for advancement in medical science. 

OBJECTIVES OF PERSONNEL AUDIT 

1. To review the whole organisational system of human resource practices, i.e., 

acquiring, developing, allocating and utilizing human resources in the organisation. 

2. To evaluate the effectiveness of various personnel policies and practices. 

3. To identify shortcomings in the implementation of human resource practices in the 

organisation. 

4. To modify the existing human resource practices to meet the challenges of 
personnel/human resource management. 

 

SCOPE 

Organizational practices regarding the subject matters of HRM audit may vary. 

However, a comprehensive scope of HRM audit includes all aspects of HRM 

which are as follows: 

1. HR strategies and policies, 

2. HRM functions, 

3. HR compliance, and 

4. HR climate. 

1. HR Strategies and Policies: 

The starting point of HRM audit should be an evaluation of HR strategies and policies 

and the way these are in tune with those of the organization. For formulating HR 

strategies and policies, it is essential that the objectives of HRM functions are clearly 
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defined. The audit may evaluate the extent to which various HR strategies and policies 

have been formulated and what their qualities are. 

Various HR strategies and policies may be audited by evaluating their: 

i. Consistency with the organizational objectives, strategies, and policies; 

ii. Consistency with the environment; 

iii. Appropriateness in the light of organizational resources; 

iv. Appropriateness in the light of time horizon; and 

v. Workability. 

2. HRM Functions: 

The major thrust of HRM audit is on evaluation and review of various HRM functions 

relating to acquiring and employing human resources, developing human resources, 

compensation management, integration and maintenance of human resources, and 

industrial relations. 

The audit should measure and evaluate these functions in the following context: 

i. The type of HRM functions performed; 

ii. The degree to which these functions are related to HRM objectives; and 

iii. The degree to which these functions are performed effectively. 

3. HR Compliance: 

HR compliance refers to the adherence to various HR strategies and policies by line 

managers and adherence to legal requirements. 

In this context, evaluation revolves around the following: 

i. The extent to which line personnel adhere to various HR policies in dealing with 

personnel working under them; and 

ii. The extent to which there is compliance with the legal requirements as provided 

under various legal Acts relevant for management of human resources. 

4. HR Climate: 

Quality of HR climate has important impact on motivation, job satisfaction, morale, and 

performance of human resources. 

HR climate can be evaluated by various outcomes which are as follows: 

i. Degree of employee turnover, 

ii. Degree of employee absenteeism, 

iii. Degree of accidents, 
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iv. Status of grievances and disciplinary actions, and 

v. Findings of attitude and morale surveys. 
 

Human Resource Audit – Importance 

In modern times, personnel and industrial relations audits have been widely accepted 

as tools with which managers can control the programmes and practices of the 

personnel and industrial relations department. 

The importance of personnel audit has increased in recent years because of the 

following reasons: 

a. A change in managerial philosophy and theory, as a result of which a management 

now feels that employees’ participation in the activities of an organisation, and their 

identification with it, have a tremendous influence on the working of that organisation. 

b. The changing role of the government, which intervenes more often and more 

extensively now, to control manpower management by an organisation with a view to 

protecting the interests of the employees, providing them with better working conditions 

and ensuring their economic security. 

c. The increasing role played by trade unions and their strength, as a result of which 

they often question managerial competence in industrial relations. 

d. The rising wages, changes in the skills of technical and professional workers, and the 

increasing expenditure incurred on the industrial relations department — these are the 

factors which have influenced and encouraged the trend in favour of a personnel audit. 
 

Analyzing and Interpreting Information 

Analyzing quantitative and qualitative data is often the topic of advanced research and 
evaluation methods courses. However, there are certain basics which can help to make 
sense of reams of data. 

Always start with your research goals 

When analyzing data (whether from questionnaires, interviews, focus groups, or 
whatever), always start from review of your research goals, i.e., the reason you 
undertook the research in the first place. This will help you organize your data and focus 
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your analysis. For example, if you wanted to improve a program by identifying its 
strengths and weaknesses, you can organize data into program strengths, weaknesses 
and suggestions to improve the program. If you wanted to fully understand how your 
program works, you could organize data in the chronological order in which customers 
or clients go through your program. If you are conducting a performance improvement 
study, you can categorize data according to each measure associated with each overall 
performance result, e.g., employee learning, productivity and results. 

Basic analysis of "quantitative" information 

(for information other than commentary, e.g., ratings, rankings, yes's, no's, etc.): 

1. Make copies of your data and store the master copy away. Use the copy for 
making edits, cutting and pasting, etc. 

2. Tabulate the information, i.e., add up the number of ratings, rankings, yes's, no's 
for each question. 

3. For ratings and rankings, consider computing a mean, or average, for each 
question. For example, "For question #1, the average ranking was 2.4". This is 
more meaningful than indicating, e.g., how many respondents ranked 1, 2, or 3. 

4. Consider conveying the range of answers, e.g., 20 people ranked "1", 30 ranked 
"2", and 20 people ranked "3". 

Basic analysis of "qualitative" information 

(respondents' verbal answers in interviews, focus groups, or written commentary on 
questionnaires): 

1. Read through all the data. 
2. Organize comments into similar categories, e.g., concerns, suggestions, 

strengths, weaknesses, similar experiences, program inputs, recommendations, 
outputs, outcome indicators, etc. 

3. Label the categories or themes, e.g., concerns, suggestions, etc. 
4. Attempt to identify patterns, or associations and causal relationships in the 

themes, e.g., all people who attended programs in the evening had similar 
concerns, most people came from the same geographic area, most people were 
in the same salary range, what processes or events respondents experience 
during the program, etc. 

5. Keep all commentary for several years after completion in case needed for future 
reference. 
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Interpreting information 

1. Attempt to put the information in perspective, e.g., compare results to what you 
expected, promised results; management or program staff; any common 
standards for your products or services; original goals (especially if you're 
conducting a program evaluation); indications or measures of accomplishing 
outcomes or results (especially if you're conducting an outcomes or performance 
evaluation); description of the program's experiences, strengths, weaknesses, 
etc. (especially if you're conducting a process evaluation). 

2. Consider recommendations to help employees improve the program, product or 
service; conclusions about program operations or meeting goals, etc. 

3. Record conclusions and recommendations in a report, and associate 
interpretations to justify your conclusions or recommendations. 

AUDIT REPORT 

Meaning 

The audit report is a written letter of auditor’s opinion on whether the company’s 
financial statements show the true and fair position of assets and liabilities or not. 
The financial statements shall be prepared in accordance with governing accounting 
standards or generally accepted accounting principles (GAAP). 
 
An audit report is, therefore, an official evaluation of an organization’s financial status, in 
combination with the opinion of the auditor and collected data on the company’s 
financial transactions and situation. 

 

Constituents of an Audit Report 
It is important to know what audit report contains. The auditor examines the financial 
statement with his professional competence and expertise before signing it. The key 
elements in the audit report are as follows: 

1. A title was suggestive of the term “independent”. It means financial statements 

were audited with complete independence. 

2. Introductory paragraph covering the time and nature of audit 

3. Scope paragraph covering rules and methods adopted by the auditor. 

4. Opinion paragraph covering opinion of auditor on financial statements 
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5. Auditor’s name 

6. Auditor’s signature 

Importance of an Audit Report 
The importance of audit report can be emphasized in the following points : 

1) Getting detailed review: 
When the auditors conclude their findings, the company would have a final report and it 
would give the stakeholders a clear picture of how the business is working. 
The auditor report provides a thorough reference to all the inefficiencies in business in 
terms of financial transactions. 

2) Receiving additional perspective 
The auditor report provides the perspective on significant and even smaller aspects 
which need immediate attention by the management. 
A good auditor provides explicit remarks on whether the business is conducting its 
affairs in full compliance or the severe flaws exist in the company. 

3) Improving credit rating 
When the business is growing and expanding rapidly, it is good for the banks and 
stakeholders to know every critical aspect of the business. 
The business investors would see the success the company is enjoying and would like 
to make it trustworthy. That signature of auditors with an opinion on business 
compliance which is strong with internal control is the right thing to improve credit rating. 

4) Evaluating internal controls 
The auditor gains an appropriate understanding of internal control of the business as it 
relates to financial statement reporting. Internal control is the most important part of 
auditing and many organizations can find a significant amount of value from having an 
audit conducted. 
During walkthroughs of internal controls and testing account balances, auditors gain an 
understanding of how the business works and can easily identify the critical points of 
internal controls. The auditor can opine on the strength and weaknesses of internal 
controls alongside financial reporting. 
The auditor can help the staff of the business to spot efficiencies and improve 
inefficiencies in the flow of the business. 
 

 

 



DNYANSAGAR ARTS AND COMMERCE COLLEGE, BALEWADI, PUNE – 45 
 
Subject: Human Resource Management Principles & Functions   

Code: 505-C     Class: TY BBA 

 

PROF. ARIFA NASIR  www.dacc.edu.in 
 

 

 

 

 

 

UNIT-5 

New trends in HRM & exit policy 

EXIT POLICY 

Meaning  

An exit policy governs the activities that take place when an employee voluntarily 

chooses to resign or is terminated by the company. 

This policy is beneficial to all the parties in interest to avoid any misunderstandings 

during separation. This also helps in eliminating any friction between the two parties 

resulting from separation. 

These policies are drafted in such a way that they abide by all the laws of the land. 

Scope of This Policy 

This policy gives a detailed outlook on the termination/ separation process followed by 

the company. 

It gives an insight into the release formalities, the notice period required to be served, 

treatment of benefits, exit interview procedures, etc. 
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This policy is applicable to all the employees throughout the company unless otherwise 

specified. 

An employee will be deemed to have been terminated from the company if any of the 

following terms are fulfilled: 

1. An employee resigns from the company 
2. His/Her services are no longer required by the company. 
3. He/she is removed or dismissed by the company. 
4. On the expiry of the contract period. 

 

 

EXIT PROCEDURE 

Certain hypothetical procedures could be conducted varying with the nature of 
organisation: 

1. Let everyone know who is leaving and who will take over their 

responsibilities. 

2. Document the departure with a letter of resignation or termination. 

3. Have the departing employee provide a list of their projects and deadlines. 

4. Have them train their replacement or other employees who will assume their 

duties (do it in writing if it can’t be done in person). 

5. Collect all of their company equipment such as a laptop, phone, and security 

badge. 

6. Change passwords and/or revoke access to systems and accounts they use. 
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7. Discuss any binding agreements such as non-competes and non-

disclosures. 

8. Arrange their final paycheck and any severance pay, then remove them from 

the payroll. 

9. Provide information about their 401(k), COBRA health insurance coverage, 

and other benefits. 

10. Conduct an exit interview (more on this below). 

Good offboarding software can streamline your employee exit process, saving time and 

effort, ensuring compliance, and helping you make sure nothing falls through the cracks. 

 

The more time and care you take with exit formalities, the better the offboarding 

experience will be for your employees—and the better their final impression of your 

organization may be. That’s important since they will likely share their feelings about 

your firm in online reviews and by word of mouth. 
 

CHALLENGES IN IMPLEMENTING EXIT POLICY 

1. Policy measures relates to reforms in the labour sector 

2. Inducing competition 

3. Enhancing the efficiency of resource use 

4. Restrictions in the matter of reducing staff 

5. No specific policy dealing with exit 

 

VOLUNTARY RETIREMENT SCHEME (VRS) 

MEANING 
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In the present globalised scenario, right sizing of the manpower employed in an 

organization has become an important management strategy in order to meet the 

increased competition. The voluntary retirement scheme (VRS) is the most human 

technique to provide overall reduction in the existing strength of the employees. It is a 

technique used by companies for trimming the workforce employed in the industrial unit. 

It is now a commonly used method to dispense off the excess manpower and thus 

improve the performance of the organization. It is a generous, tax-free severance 

payment, to persuade the employees to voluntarily retire from the company. 
 

NATURE 

VRS applies to an employee who has completed 10 years of service or is above 40 

years of age. It applies to all employees, including workers and executives of a 

company or of an authority or of a co-operative society, excepting directors of a 

company or a co-operative society. 

It has to result in an overall reduction in the existing strength of employees. The 

vacancy caused by voluntary retirement is not to be filled up. The retiring employee 

shall not be employed in another company or concern belonging to the same 

management. 

The amount receivable on account of voluntary retirement of the employee does not 

exceed the amount equivalent to three months’ salary for each completed year of 

service, or salary at the time of retirement multiplied by the balance months of service 

left before the date of retirement on superannuation of the employee. It is the last salary 

drawn which is to form the basis for computing the amount of payment. 
 

 

REASONS OF OFFERING VRS 

A. Reasons for Offering VRS by Employers: 

(a) Recession in the economy forces the organization to opt for VRS in order to survive. 

(b) Globalization has brought intense competition in terms of innovation, knowledge of 

manpower, knowledge of technological and management systems. Every organization 
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wants to recruit fresh management and techno-workers who can adapt to the latest 

developments easily. Thus, the old workforce is asked to retire. 
(c) Intense competition has led to mergers and takeovers in the economy. Every 

organization wants to merge or amalgamate to others to become more powerful and 

sustainable. These ventures keep lean structure and want to be more cost competitive. 

They show doors to many old workers. 

(d) At times, a constant decline in the productivity compels the organization to get rid of 

the inefficient staff which is causing it. 

B. Reasons for Offering VRS by Employee: 

(a) Employees may want a strategic shift in their careers at any time in life. When they 

want to go in for new career, they may ask for VRS. 

(b) Some employees can sense the threat of retrenchment coming in their organization 

very soon. In order to look for better opportunities, they may opt for VRS. 

(c) At times, employees are not satisfied with their growth and advancement in the 

organization. This triggers off their need to ask for VRS. 

(d) On account of bad health, some employees find it difficult to keep up with their 

responsibilities. They find it very fair to resign and live a comfortable retired life. 

(e) Very ambitious employees opt for VRS to start with their own enterprises e.g. 

Computer Engineers generally take up their own ventures after VRS. 

(f) Monetary benefits of VRS allow you to meet your family responsibilities easily, e.g. 

construction of house, settling dependents etc. Many employees take VRS and meet 

their liabilities and join other organizations in the evening of their careers. 
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MERITS AND DEMERITS OF VRS 

 

A firm offering VRS to its employees can reap the following advantages: 

(i) VRS is a more humane way to reduce surplus workforce than terminating services of 

employees. The firm’s reputation remains intact. 

(ii) Payment of heavy compensation to retiring employees prevents resentment on their 

part. 

(iii) Trade unions also do not object to VRS as it is voluntary in nature. 

(iv) Despite heavy initial upfront costs in the form of heavy compensation package, VRS 

reduces payroll costs or wage bills significantly over time. The firm is saved from paying 

monthly wages or salaries to the employees opting for VRS. 

 

However, VRS can also lead to the following negative consequences: 

(i) Efficient employees may leave the firm and inefficient stay back. This would reduce 

the skill base of the firm. 

(ii) VRS might increase the workload of existing employees if it is used to cut the pay 

bill. 

(iii) VRS might create a sense of insecurity in the minds of employees not opting for 

VRS and deciding to stay with the firm. 

MANPOWER PLANNING 

 

DEFINITION 

 

Manpower planning in terms of human resource development is the skills, knowledge 

and capacities of all human beings actually or potentially available for economic and 

social development in the country. 

 

Manpower planning refers to optimal use of human resources. It is a procedure used in 

organizations to balance future requirements for all levels of employee with the 

availability of such employees. 
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OBJECTIVES 

1. Demonstrate understanding of competency-based approach in human resource. 

2. Utilise tools in identifying current staff competencies and gaps, vis-a-vis, the 

organization’s goal and targets. 

3. Demonstrate skills in conducting training needs analysis. 

4. Formulate strategies for addressing identified training needs, prepare and design 

training modules and develop curriculum for training course and cost estimates. 

5. Demonstrate the abilities to have the human resources development plan approved 

by the appropriate decision-making body. 

6. Design different training programmes to meet specific needs of particular group. 

7. Formulate detailed implementation schedule. 

8. Design evaluation tool. 

9. Implement training and development activities, programmes and plans. 

10. Write a professional report 

11. Demonstrate knowledge on using relevant analytical tools for planning. 

12. Explain the relationship between the organization strategic plan and the strategic 

human resources development planning process. 

13. Conduct a comparative study on the current human resources development 

planning process. 
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ADVANTAGES 

If manpower planning is practised in its true perspective, following gains can be 

achieved: 

1. Arrangements for recruiting new employees or training current employees can be 

made, keeping future manpower needs in mind. As a result, the company’s production, 

or any work for that matter, does not stop for lack of employees. 

2. When present employees are trained for some higher positions, their spirits soar 

higher. Such psychological effects are much desired in a firm to keep up the worker’s 

morale. 

3. While carrying on the process of manpower planning deficiencies of the personnel of 

the organisation can be noticed. Training programmes can be undertaken to cover up 

these deficiencies. In this way, present manpower’ can be made more efficient. 

4. Though the unemployment problem is a burning problem of India, scarcity of skilled 

and efficient persons to occupy top management positions is always felt. In such a 

situation manpower needs (as for top management positions) can be fulfilled by training 

intelligent and efficient people in the organisation. 

5. In some manufacturing concerns, labour charges constitute 25 to 40 per cent of total 

cost of production. In certain units engaged in providing services, salaries from 50 to 60 

per cent of the total expenditure. To control these costs effectively, manpower planning 

is a must. 

6. Manpower planning can guarantee the availability of persons with required skills for 

long-term plans. As a result the company can proceed confidently with its long-term 

plans. 

7. Manpower planning tries to see that there is no excess or lack of manpower in future. 

If there is excess manpower, it would mean additional costs for the company. Also, the 

company may not be in a position to retrench workers because of powerful trade 

unions. 

On the other hand, lack of manpower would mean a fall in output and consequently fall 

in profitability of the firm. 
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EFFECTS OF EXCESS MANPOWER 

 

Problem # 1. Accuracy of Forecasts: 

Manpower planning includes forecasting the demand and supply of human resources. 

In this way the effectiveness of planning is conditional as it depends upon the accuracy 

of forecasts. In case the forecasts are not cent per accurate, as may often happen 

planning will not be hundred per cent accurate. 

Problem # 2. Identity Crisis: 

It is found that a great number of human resource specialists and the managers are 

unable to understand the whole manpower planning process. Because of this, there is 

generally an identity crisis. Till the specialists develop a strong sense of purpose, 

planning cannot be effective. 

Problem # 3. Support of Top Management: 

Manpower planning needs full and whole hearted support from the top management. 

Without of this support and commitment, it would not be possible, to ensure the 

necessary resources, cooperation and support for the success of the manpower 

planning. 

Problem # 4. Expensive and Time Consuming: 

Manpower planning is a many consuming as well as time consuming process. 

Employers may resist manpower planning, feeling, as it tends to it increase the cost of 

manpower. 

Problem # 5. Insufficient Initial Efforts: 

Successful human resource planning flourishes slowly and gradually and is time 

consuming. Sometimes sophisticated technologies are forcefully introduced, only due to 

the fact that competitors have adopted them. These may not be successful unless 

matched with the needs and environment of the particular enterprise. 
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Problem # 6. Resistance from Employees: 

A common observation is that employees and trade unions resist manpower planning. 

They fear that this planning will enhance their overall workload and regulates them 

through productivity bargaining. Another fear that they entertain is that it would lead to 

widespread unemployment, especially of unskilled labour. 

Problem # 7. Uncertainties: 

In view of the rapid changes in the environment there are a great number of 

uncertainties like is risky to depend upon general estimates of manpower, absenteeism, 

turnover, seasonal employment, technological changes and market fluctuations there 

uncertainties work as constraints to manpower planning. Although discounts are made 

for these factors, while preparing the plan, but these factors cannot be estimated 

correctly. 

Problem # 8. Management Information System: 

Effectiveness of planning depends upon the reliability of the information system. In most 

of the Indian industries, human resource information system has not fully developed. In 

view of the lack of reliable data, it would not be possible to have effective planning. 

Problem # 9. Coordination with Other Managerial Functions: 

It is often observed that the manpower planners, like to remain aloof from other 

operating managers and to become totally absorbed in their own standard. To be 

effective, manpower planning must be integrated with other management functions. 

Problem # 10. Unbalanced Approach: 

It is said that most of the human -resource experts have unbalanced approach. The 

reason is they give more importance on the quantitative aspect of manpower only. They 

do it to ensure that there is adequate flow of people in and out of die organisation. They 

overlook the qualitative aspects like career development and planning, skill levels, 

morale, etc., are overlooked by them. 
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It is evident that such unbalanced approach affects the effectiveness of manpower 

planning. Hence, manpower planning have two types of problems. One is inherent due 

to the problems of forecasting and second comes from human weaknesses. 

HR IN INTERNATIONAL CONTEXT: GLOBAL COMPETENCY AND DIMENSION 

International human resource management could be understood as a method of 

obtaining, assigning and effectively making use of human resources in macro firms. The 

overall work of Global human resource manager is comparatively effortless in the case 

of MNCs performing its business to a very few extent. However in macro firms HR 

managers must incorporate HR policies & practices to achieve overall objectives and to 

attain some conflicting global intentions. Simultaneously human resource management 

should be flexible or elastic to permit major variation in the different kinds of efficient 

policies and practices (Kidger, 1991). 
 

When dealing with one specific HR utility part like reward, the global HR managers is 

featured with a great diversity of country & world wide concerns. For Example: If we 

consider with the payments, the Head Quarter based Human resource manager should 

look after the payments in various countries with related currency that may differ in 

virtual significance when compared to other eventually. An American expatriate in 

Tokyo who collects a salary of $10,000 may rapidly find the business control of that 

income rapidly decreased if the Japanese yen becomes stronger in value related to US 

$. 

1. Expatriation 

Transferring official and supervisory employees, to arrange and watch over the 
company work place in overseas locality is a test for HRM and thus expatriation is a 
difficult and expensive event. In this phenomenon, HR team has to think about the 
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necessity of global placement when recruiting employees for expatriation (Brewster, C. 
and Scullion, H, 1997). 

 key issues in the management of expatriates: 

For the efficient expatriate management, the planning phase plays a vital role in the 
entire expatriate cycle. Usually, expatriate have been sent overseas for the subsequent 
motives (Collins, S., 1995): 

Organizing & synchronization of procedures. 

Relocate of talent & information. 

Decision making achievement. 

For strategically functioning, organization needs to connect foreign work more strongly 
to the strategic equipped provisions. This involves a lot of care in deciding whether an 
expatriate is the most excellent option for global work. 

2: Cross- cultural Shock: 

The habitant traditions of an expatriate influence and permits them functioning well in 
the homeland. However shifting to another country makes their primary software less 
capable and waste. Thus culture is important when expatriating staff for global work 
(Dowling, P.J. and Welch, D., 2004). Training could be useful to certain extent in this 
situation. Not only making possible communication in the bureaucratic intelligence and 
responsive to the cultural differences, this enable migrant to better understand the back 
ground of why their foreign counterparts act in definite ways or require certain things in 
negotiations. Improved cultural knowledge about the host country helps the expatriate in 
better performing their duty (Brewster, C. and Scullion, H, 1997). 

3: Intercultural Communication: 

For better expatriate performance, intercultural communication is also considered to be 
very important because it makes one capable to grasp and understand foreign cultures, 
their particular theory in perception, thinking, feeling & acting (Thomas, D.C., 2006). 
According to Jackson, T. 2002, the concept of international communication takes place 
when the message arises from two different cultural backgrounds. Because of cultural 
dissimilarities in these kinds of relations, the chance for difference of opinion is 
enormous. Such problems could be overcome by studying intercultural communication. 
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4: International Recruitment and Selection: 

According to Ward, K., 2004, the more effective is the selection criteria, the more 
probability to retain satisfied employees. Thus better recruitment and selection tactics 
effect in enhanced organizations results. In case of expatriates, fundamental selection 
process begins with analysis of practical capability, examination of cross cultural 
necessities such as social understandings, flexibility, talking capability, optimistic 
approach, the amount of knowledge transfer is intrinsic in the expatriate’s job etc 
(Sparrow P.R., 2006). The success of expatriates can be verified from the subsequent 
features 

Eager & provoked to go abroad. 

Theoretically proficient to work. 

Adaptable to work atmosphere. 

Excellent capability of interaction and inter personal ability. 

5: International Training and development: 

Working globally and cross culturally needs specific skills which could be acquired 
autonomously and some of which could be taught. In this context, a training program 
concentrating on cross cultural communications will have to spend a lot of time for self 
introduction, conversation, and his practical knowledge towards the concept. 

The most significant component of any cross-cultural training plan is self acquaintance. 
Trainees who have initiated to grasp how their personal background and values 
influence their fondness at work are fit near to considerate how these methods may 
work. However a manager who is blind to the alternatives made at home, considering 
“this is the only way” will not be competent in varying the decision making process used 
in other cultures ( Marsden, D., 1999). 

6: International Performance Management: 

The main aim of the performance management system is to invite, hold and make use 
of employees in such a way 

To improve originality in their work 

To improve committed and dedicated staff 
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To reduce the cost of external resources. 

To reduce the outflow of experience and know-how (Sparrow, P.R, 2006) 

According to the Scullion and Starkey 2000, performance management is considered to 
be one of the main component or reason for the success of the international business. 

7: Conclusion: 

The main reason for the growth of the internationalization with respect to employment is 
the cultural differences in terms of national values and attitudes. Thus the knowledge of 
the above mentioned differences plays a vital role in the kit of international human 
resource managers as they are answerable for all strategies, operations, practices, 
principles, functions, activities, factors and methods relating to the management of 
people. Thus a lot of care must be taken to adopt, improve and standardize culturally 
suitable human resource management plan, policy and performance. (Sparrow, P.R. 
2006) 

 

CROSS CULTURAL SENSITIVITY 

The phenomenon of cross cultural sensitivity incorporates the understanding, 

cognizance and recognition of other cultures. With Multi - National Companies coming 

into the picture, there is an increased need for us to understand the cross –culture 

sensitivity as while being associated with a Multi – National Company you ought to deal 

with a lot of foreign delegates for your work to be completed. 

 

Cross cultural variances often distress your communiqué and interpersonal 

connections. Cross cultural drill intents to cultivate cognizance amongst people where a 

common cultural background does not prevail in order to endorse clear lines of 

communiqué and enhanced connexions. 

 

Developing cross cultural sensitivity proves beneficial to both the employees as well as 

the business. 
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Tips to develop cross cultural sensitivity: 

 

1. Understanding and learning new culture: 

 

One of the best way to adept to people from new cultures, you need to learn and 

understand their new culture. There are various ways by which you can do this, may be 

by listening over the radio station, reading books published on that particular culture, 

researching on the internet about the culture. 

 

2. Feeling different from the rest of the group: 

 

When you enter a group where no one of your culture is present, you feel out of the 

group and like a stranger and feeling incapable of communicating or to decrypt facets of 

behaviour that don’t fit with our own habitual experiences can make any of us feel 

unaccompanied. Dredge up that variances are less vital than harmonies amongst the 

employees. 

 

3. Differences are more evident than similarities: 

 

When we first interact with individuals from new culture we often notice first what the 

differences between us are. We tend to overlook at the similarities which are prevalent 

in the group. The other mistake that we often make is we tend to evaluate the person 

with our standards and ignoring the culture that they have been brought up in. 

 

4. Stereotyping: 

 

Typecasting due to overgeneralization is a common occurrence, especially among 



DNYANSAGAR ARTS AND COMMERCE COLLEGE, BALEWADI, PUNE – 45 
 
Subject: Human Resource Management Principles & Functions   

Code: 505-C     Class: TY BBA 

 

PROF. ARIFA NASIR  www.dacc.edu.in 
 

those who only intermingle with a new culture intermittently. When we are faced with 

ambiguity, the mind creates its own set of rules or simplifications – which may be built 

on some superficial veracities and arrays that fail to account for real. 

 

5. Variety: 

 

Every group has a mix of introvert and audacious people, honest and dishonest people, 

belligerent and cooperative type of people. The culture and antiquity silhouette the 

customs and sacraments through which those several facets of human nature are 

conveyed. 

 

6. Interaction: 

 

Our own cultural individualities are not ostensible to us until we begin to intermingle with 

others from different backgrounds. Communication is the strength to understand people 

from different backgrounds. The more you interact with them the more will you be able 

to understand their culture. 

 

7. Change with the time: 

 

Cultures change with the time. But the stride of change is augmented when cultures that 

are emphasized with diverse panaches of communiqué, and with which intonation 

people with different cultures interrelate with each other. The consequence is often 

befuddling, but the effect is inexorably that both cultures change in the process. 

 

8. Respecting other religion and culture: 

 

This is one major aspect to develop cross cultural sensitivity. You should learn to 
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respect all religions and the traditions carried out in their culture rather than mocking on 

their culture. 

HUMAN RESOURCE ACCOUNTING 

Human resource accounting is the process of assigning, budgeting, and reporting the 

cost of human resources incurred in an organization, including wages and salaries and 

training expenses. 

MEANING 

Human resource accounting is an attempt to identify and report investments made in 
the human resources of an organisation that are not 
presently accounted for under conventional accounting practice. Basically, it is an 

information system that tells the management what changes overtime are occurring to 

the human resources of the business, and of the cost and value of the human factor to 

the organisation. The system may serve both the internal and external users, providing 

management (internal users) with relevant data on which to base recruiting, training and 

other development decisions and supplying investors, lenders and other external users 

of financial statement with information concerning the investment in and utilisation of 

human resources in the organisation. 

 

DEFINITIONS 

“Human Resource Accounting is the process of identifying and measuring data about 
human resources and communicating this information to interested parties.” 

- American Accounting Society Committee on HRA 
 
“Human Resource Accounting is an attempt to identify and report investments made in 
human resources of an organisation that are presently not accounted for in conventional 
accounting practice. Basically it is an information system that tells the management 
what changes over time are occurring to the human resource in the business.” 

- Woodruff 
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“A term used to describe a variety of proposals that seek to report and emphasize the 
importance of human resources – knowledgeable, trained and loyal employees in a 
company earning process and total assets.” 

- Davidson and Roman L Weel 
 
“Human resource accounting is the measurement of the cost and value of the people for 
the organisation.” 

- Eric Flamholtz of university of California, Los Angeles 
 

OBJECTIVES 

The objective of HRA is not merely the recognition of the value of all resources used by 
the organisation, but it also includes the management of human resource which will 
ultimately enhance the quantity and quality of goods and services. The main objectives 
of HR Accounting system are as follows: 
 

1. To furnish cost value information for making proper and effective management 
decisions about acquiring, allocating, developing and maintaining human 
resources in order to achieve cost effective organisational objectives. 

2. To monitor effectively the use of human resources by the management. 
3. To have an analysis of the human assets i.e. whether such assets are 

conserved, depleted or appreciated. 
4. To aid in the development of management principles. and proper decision 

making for the future by classifying financial consequences of various practices. 
5. In all, it facilitates valuation of human resources recording the valuation in the 

books of account and disclosure of the information in the financial statement. 
6. It helps the organisation in decision making in the following areas: 

Direct Recruitment vs. promotion, transfer vs. retention, retrenchment vs. retention, 

impact on budgetary controls of human relations and organisational behaviour, decision 

on reallocation of plants closing down existing units and developing overseas 

subsidiaries etc. 

ADVANTAGES 
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Human Resource Planning anticipates not only the required kind and number of 
employees but also determines the action plan. The major benefits of HR accounting 
are: 
 

 It checks the corporate plan of the organisation. The corporate plan aiming for 
expansion, diversification, changes in technological growth etc. has to be worked 
out with the availability of human resources for such placements or key positions. 
If such manpower is not likely to be available, HR accounting suggests 
modification of the entire corporate plan. 

 It offsets uncertainty and change, as it enables the organisation to have the right 
person for the right job at the right time and place. 

 It provides scope for advancement and development of employees by effective 
training and development. 

 It helps individual employee to aspire for promotion and better benefits. 
 It aims to see that the human involvement in the organisation is not wasted and 

brings high returns to the organisation. 
 It helps to take steps to improve employee contribution in the form of increased 

productivity. 
 It provides different methods of testing to be used, interview techniques to be 

adopted in the selection process based on the level of skill, qualifications and 
experience of future human resources. 

 It can foresee the change in value, aptitude and attitude of human resources and 
accordingly change the techniques of interpersonal management. 

HR AUDIT 

MEANING 

An HR audit is an objective examination of your business’s HR policies, practices, and 
procedures. The goal is to look for trouble spots and/or identify ways you can improve. 
You can hire an outside company to perform the audit or you can instruct your HR 
department to perform an internal audit. 
What Specific Areas Do HR Audits Examine? 
When you conduct an HR audit you can look into one or more of the following areas, 
depending on your concerns, budget, and time frame. 

Compliance 
Any human resource leadership team will want to know that they are compliant. 
An HR compliance audit focuses on how well your business is complying with 
current local, state, and federal employment laws and regulations. This is a risk-
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mitigation audit. Your goal is to ensure you aren’t violating any laws or leaving 
yourself open to liability lawsuits. 
 
 
Best Practices 
Is your human resource management team at the top of their game? An HR best-
practices audit compares your HR processes and policies with the accepted 
industry standards. This type of audit can be greatly beneficial to a growing 
company because it can help ensure you’re on the right track as you increase 
payroll, create handbooks, establish job descriptions, and set expectations for 
your new employees. 
 
Performance 
An HR performance audit involves a review of personnel files with the goal of 
evaluating the quality of feedback your managers are giving their staff. A lack of 
quality feedback can inhibit the growth of employees. But a performance audit can 
identify problems with your review and feedback process before employee 
development suffers. 
 
Competitiveness 
What kind of compensation packages have your HR managers put together? Are 
your wages, salaries, and benefit packages competitive? An HR competitiveness 
audit looks into all areas of employee compensation and benefits to assess 
whether your business is doing what it needs to do to attract the best-qualified 
employees. Even if you can’t compete on wages or salaries, a competitiveness 
audit can identify other areas (such as telecommuting opportunities and flexible 
work schedules) that can improve how attractive you are to applicants. 
 
Function Specific 
A function-specific audit is a kind of mini-audit where you examine just one area of 
your HR processes or policies. You might choose to investigate an area such as 
payroll management, employee review policies, record-keeping efficiency, etc. 

 

Why Are HR Audits Important? 

An HR audit is the only way you can fully assess whether your HR processes and 

policies are benefiting or harming your overall business. If you’re in danger of a lawsuit 

or criminal suit, if your HR systems are inefficient, if your employees aren’t developing, 
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or if you can’t attract the right employees, your business will suffer. Improve those 

areas, and you can improve your chances for success. 

OBJECTIVES 
 

1) To review every aspect of management of HR to determine the effectiveness of each 

programmes in an organisation. 

(2) To seek explanation and information in respect of failure and success of HR. 

(3) To evaluate implementation of policies. 

(4) To evaluate the performance of personnel staff and employees. 

(5) To seek priorities, values and goals of management philosophy. 

Approaches to HR Audit 
 

(1) Comparative Approach: 

Under this approach auditors identify one model company and the results obtained of 

the organisation under audit are compared with it. 

 

(2) Outside Authority Approach: 

In outside authority approach a benchmark is set to compare own results. A standard 

for audit set by outside consultant is used as benchmark. 

(3) Statistical Approach: 

Under statistical approach the statistical information maintained by the company in 

respect of absenteeism, employee turnover etc. is used as the measures for evaluating 

performance. 
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(4) Compliance Approach: 

Under compliance approach the auditors make a review of past actions to determine to 

see whether those activities are in compliance with the legal provisions and in 

accordance with the policies and procedures of the company. 

(5) MBO Approach: 

Under MBO approach specific targets are fixed. The performance is measured against 

these targets. The auditors conduct the survey of actual performance and compare with 

the goals set. 

Types of HR Audit 

 

1. I-9 Audit 

These audits take place to make sure that there exists an I-9 form for all employees in 
the company. I-9 form is a legal requirement for companies to verify that all its workers 
have valid employment authorization. This step is a must for employment in the United 
States of America. 

An I-9 Audit checks for any mistakes in the filling procedure of this form. It also looks 
into the need for further documentation in the future. 

2. Policies 

An audit on policies reviews the company's current and upcoming policies to ensure 
consistency. Policy audits are also necessary to ensure that each of them has full 
compliance with the governing legal norms. 

3. Legal Compliance Audit 

Compliance Audits ensure that the company's practices are one with all employment 
laws. These audits look into the leave structure, disability structure, health and safety, hr 
policies, payroll, etc. 
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4. Departmental 

This kind of audit specifies all its efforts in one department. It can be payroll, benefits, 
performance, etc. Departmental audit keeps on changing departments to review 
different divisions of a company. 

5. Salary and Working Hours 

This audit looks into uncovering mistakes in the company's salary structure and working 
hours for its workers. It reviews the legal working hours for everyone, salary 
computations, overtime compensation calculations, etc. 

6. Safety 

A safety audit looks into the steps necessary to ensure employee health. While working 
onsite or even at the office, a worker may be vulnerable to many aspects challenging its 
health. This audit makes sure that a company does everything possible to limit risk in 
the workplace. 

7. Hiring 

As the name suggests, a hiring audit reviews the hiring process of a company. It 
ensures that the hiring strategies are consistent, effective, efficient, and fair. 

8. Employee Training 

This audit checks up on the employee training and development programs in a 
company. It identifies where new training programs are necessary and how to improve 
on the old ones. 

9. Benefits & Compensation Package 

A benefits & compensation package audit checks up on the salary and benefits 
package. This audit looks upon minimum wage, compensation as per the company's 
objectives, appropriate employee benefits, etc. 

These were a few types of HR Audits that a company must undertake to review its legal 
standpoint and performance. While performing these checks, there are also a few other 
things you must check. 
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HR Audit Checklist 

An HR checklist is a list of things you must keep an eye on while performing HR Audits 
on different divisions. These checklists are generally very long, but here are some 
critical points for various departments to keep it short today. 

1. Employee Records 

 The first thing is to check the working of your Human Resource Information 
System (HRIS). You must have a proper HRIS to track and search the 
information efficiently. 

 Ensure that you have the I-9 forms in order and all other personnel files. 

 Keep the sensitive information of the employees separate. One example here 
can be the health information of the workers. 

2. Employee Handbook 

 Have a legal counsel take a look at the national, state, and local laws for 
employment that may have a say in your office policies. 

 Conducting an annual checkup on the handbook to ensure no mistakes take 
place 

 Making the workforce aware of any new changes in the handbook and getting 
their acknowledgment for the same. 

3. Hiring & Onboarding Process 

 Reviewing that your Applicant Tracking System (ATS) is working at par and as 
per your requirements. 

 Ensuring and checking up on the viability of the recruitment tools the company 
uses 

 Appraise the idea of implementing a buddy or mentor system for new hires 
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4. Compensation 

If you pay peanuts, you get monkeys 
– Chinese Proverb 

 Check up on the national pay scale to offer a competitive salary package and 
locate any pay disparity based on race, disability, gender, caste, etc. 

 Build up a system to establish how you determine a hike in salary. 

 Review the governing salary law to check up on issues like average salary, 
minimum wages, etc. 

 

 

5. Performance Evaluations 

 Have a look at the performance appraisal tool you're using currently and see if it 
is meeting your requirements 

 Decide on an appropriate period to judge the performance of the workforce. Also, 
decide on a system to determine employee promotion and employee demotion. 

 Check up on any favouritism in the workplace harming the performance appraisal 
process. 

 

6. Benefits 

 Check up and update the current employee benefits package to offer a more 
competitive package to workers. 

 Effectively communicate the benefits package to the work staff. Most workers 
don't understand what advantages they have in the first place. An example of this 
is the ESIC benefit that most individuals don't know how to use. 

 Get to know what benefits your employees require the most. You may turn 
to pulse surveys to understand different employee persona and which benefits 
would suit them best, etc. 

7. Training 

 Decide on the training programs for new hires of every department 
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 Consider having a mentorship program within a company to train juniors by 
seniors. 

 Conducting yearly corporate Equal Employment Opportunity (EEO) training. 

 

BENCHMARKING 

MEANING 

Benchmarking is a valuable tool that allows companies to compare products, policies, 

and services. What is benchmarking for human services, exactly? It is a process of 

measuring and comparing human resources (HR) policies and practices with those of 

other organizations. By measuring various areas of business, such as recruitment and 

employee retention, companies can better gauge where they stand compared to their 

competitors and where they can improve. 

TYPES OF BENCHMARKING 

1. Internal- Internal benchmarking occurs when a company looks at its inner 

operations to determine the best practices or policies for conducting a specific 

task. Ideally, businesses want to complete a job using as few resources as 

possible. 

For example, a company may compare the cost and efficiency of shipping 

products from one warehouse to shipping from a different warehouse in another 

location. Internal benchmarking can also help businesses better measure the 

performance of individuals within a workplace to determine if performance is 

living up to expectations. 

2. External- While internal benchmarking consists of companies looking within their 

own business, external benchmarking involves comparing a business and its 

performance to other companies in the same industry. By comparing your 
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business to similar businesses, you can see where your company falls short and 

what areas of performance could benefit from improvements.  

External benchmarking requires some research and effort as businesses must 

collect benchmarking data from other companies. This may mean having to 

create alliances with other companies or hunting down public financial filings. 

This can be tricky and often requires the assistance of an HR benchmarking 

expert. 

BENEFITS 

1. Effective way for businesses to identify opportunities 

2. It is an excellent way to define success and pinpoint shortcomings 

3. Provide companies with an independent perspective  

4. Benchmarking puts businesses in the mindset for continuous improvement. 

5. Human resources benchmarking can provide companies with countless benefits, 

including lowered labor costs.  

6. Improving product quality 

7. New opportunities help to grow business 

8. An effective way to increase sales and profits 

9. Encourage positive change 

Benchmarking Practices 

When going through the benchmarking process, it is important to maintain certain 
practices to ensure that your results are satisfactory. Before undergoing data collection 
for the purpose of business comparison, take the time to determine what you are 
looking to learn from the information you obtain. Having an abundance of research can 
be useless if you do not know what you are looking for. In addition, choose your sources 
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of comparison wisely. If you are a small business, you do not want to compare your 
company with one that is much larger and has much more experience. 

HR Benchmarking Tips 

There are many steps in the HR benchmarking process that must be followed to avoid 
getting off track with your primary mission. In addition to outlining what you want to learn 
from the process and what type of businesses to use for comparison, you will also want 
to determine what benchmarks to set. What units of measurements will you use to 
ensure that you are meeting your objectives in a timely manner? Over time, it is 
important to make sure that you are completing these objectives. If you fall behind, 
either modify your plan or make an effort to catch up. 

Goal setting is an important component of the benchmarking process for human 
resources. However, there is a right way and a wrong way to approach goal setting. You 
do not want to simply set goals and step away from the situation. Little progress will be 
made. Instead, you want to share your goals with staff and stakeholders and take the 
proper steps to make your goals a reality. Set a specific timeframe that you want to 
follow and choose smaller objectives to meet along the way. Toward the end of the 
process, create a report that outlines your benchmarking results. 

HUMAN RESOURCE RESEARCH 

DEFINITION 

According to Michael J. Jucius, “HR research is the task of searching for and analysing 

of facts to the end that HR problems may be solved or principle and laws governing 

their solution derived”. 

 

According to Dale Yoder, “HR research is a shortcut to knowledge and understanding 

which can replace the slower, more precarious road of trial and error in experience. It 

implies searching investigations, re-examinations, reassessments and revaluation. It is 

a purposive and systematic investigation designed to test carefully considered 

hypotheses or thoroughly framed questions”. 
 

NEED 



DNYANSAGAR ARTS AND COMMERCE COLLEGE, BALEWADI, PUNE – 45 
 
Subject: Human Resource Management Principles & Functions   

Code: 505-C     Class: TY BBA 

 

PROF. ARIFA NASIR  www.dacc.edu.in 
 

(i) To build upon existing knowledge – Growth of the knowledge is a continuous and a 

never ending process. Human resources knowledge grows at a faster rate. HR research 

contributes significantly for building up of the existing HRM knowledge. 

(ii) Evaluation of proposed programmes, practices and activities – The proposed 

programmes, practices and activities are needed to be appraised thoroughly, before 

implementation. HR research provides necessary information for evaluation. 

 

(iii) Evaluation of current and new policies and practices – The action research provides 

for implementation of policies and practices based on the results of the research. 

 

(iv) Anticipation of Personnel Problems – The HR problems are the outcome of 

employees’ dissatisfaction over several issues. These problems will lead to industrial 

disputes. The HR research can predict the possible problems and suggest measures for 

their prevention. 
 

CHARACTERISTICS 

Some of the important characteristics of HR research are: 

(i) Human resource research is purposive. In other words, it seeks to answer specific 

questions. 

 

(ii) HR research is objective. It recognises and limits bias and prejudice in every step of 

the process. 

 

(iii) It is systematic. It brings with a comprehensive plan or design. Investigation is 

conducted based on that design. 

 

(iv) HR research is parsimonious. It identifies methods and techniques for the solution of 

the problems with the minimum cost. 

 

(v) HR research is repeatable. It can be used by different researchers at the same time. 
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(vi) It is planned and designed investigation and analysis. 

 

(vii) It is conducted in a systematic manner to check or verify or disprove clues, 

assumptions or hunches. 

 

(viii) It supplements knowledge and extends the frontiers of understanding. 
 

 

 

 

PROCESS 

Following are the processes of HR research: 

 

1. Fixing Research Problem: 

A researcher has to first fix a research problem for investigation. He can discover a 

research problem from industrial environment, survey of literature, observation, 

discussion with experts, etc. Researcher has to be clear about what he intends to study 

and why. 

 

2. Setting Objectives: 

Once the research problem is fixed, he has to formulate appropriate objectives and 

hypotheses. Otherwise research would be directionless. 

 

3. Fixing Research Method: 

i. It means the method of data collection. Data are of two types. One is primary data and 

other one is secondary data. Primary- data refers to data collected straight from the 
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respondents while secondary data refers to collecting data from documents, libraries, 

records, magazines, journals, books etc. 

ii. Next step for researcher is to design the research instruments i. e., questionnaire or 

schedule in the case of survey research. 

iii. Researcher may collect data even from observation in the case of experimental 

study. 

iv. Researcher has to fix sample where the universe is large. There are so many 

sampling techniques. He/she has to arrive at a correct sampling method and right size 

of sample in order to get valid results. Where the universe is small, he/she can contact 

all and cover the entire population. 

v. The period of study needs to be fixed. 

 

4. Collection of Data: 

The researcher has to collect data from the respondents. 

 

5. Analysis and Interpretation: 

The collected data need to be analysed after processing it. Tables, charts and diagrams 

are used in analysis. Further, statistical packages are used to confirm the results of 

analysis. The data analysed are interpreted and then inferences are drawn. Final 

segment of analysis deals with implications of the results. 

 

6. Report Preparation: 

All the findings are accommodated in the report segment and finally suggestions are 

made for policy makers. 
 

 


