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UNIT-1
INTRODUCTION TO STRATEGIC HRM & JOB 

ANALYSIS 



WHAT IS STRATEGY?

MEANING

Strategy can also be defined as knowledge of the goals, the uncertainty of events and 
the need to take into consideration the likely or actual behavior of others. Strategy is 
the blueprint of decisions in an organization that shows its objectives and goals, 
reduces the key policies, and plans for achieving these goals, and defines the business 
the company is to carry on, the type of economic and human organization it wants to 
be, and the contribution it plans to make to its shareholders, customers and society at 
large. 



STRATEGIC MANAGEMENT
MEANING

Strategic management gives a broader perspective to the 

employees of an organization and they can better 

understand how their job fits into the entire organizational 

plan and how it is co-related to other organizational 

members. 



STRATEGIC MANAGEMENT PROCESS
1. Environmental scanning

2. Strategy formulation

3. Strategy implementation

4. Strategy evaluation



FUNCTIONAL LEVEL STRATEGIES

Functional level strategies are the actions and goals assigned to various 

departments that support your business level strategy and corporate level 

strategy. These strategies specify the outcomes you want to see achieved 

from the daily operations of specific departments (or functions) of your 

business



KEY VARIABLES OF FUNCTIONAL LEVEL 
STRATEGY

1. DETAIL

2. ALIGNMENT

3. PROGRESS

4. EXISTING RESOURCES

5. INTEGRATION



FUNCTIONAL AREAS OF BUSINESS



CHALLENGES OF STRATEGIC HRM

1. Increase the quality of leadership and management

2. Manage the changing business needs for talent and skills

3. Define a forward-looking workforce strategy

4. Foster innovation throughout the organisation

5. Use data analytics to improve hr-related decisions



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."



JOB DESIGN

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”.





WORK SCHEDULING

Workforce scheduling is defined as the 

process of establishing the schedules of 

hourly workers to meet the current and 

future demands in a workplace, such as a 

restaurant, a hospital, or a retail store. It 

also involves defining schedules so that the 

transition from one shift to the other is 

seamless and work remains uninterrupted.



TYPES OF WORK SCHEDULES

1. Full time

2. Part time

3. Fixed

4. Flexible

5. Rotating

6. Split



JOB STRESS

Common causes of workplace stress include:

• Fear of being laid off

• More overtime due to staff cutbacks

• Pressure to perform to meet rising expectations but with no increase in 

job satisfaction

• Pressure to work at optimum levels—all the time!

• Lack of control over how you do your work



STRESS AT WORK WARNING SIGNS

• When you feel overwhelmed at work, you lose confidence and may become angry, irritable, or withdrawn. Other signs and 

symptoms of excessive stress at work include:

• Feeling anxious, irritable, or depressed

• Apathy, loss of interest in work

• Problems sleeping

• Fatigue

• Trouble concentrating

• Muscle tension or headaches

• Stomach problems

• Social withdrawal

• Loss of sex drive

• Using alcohol or drugs to cope



UNIT-2 
EXECUTIVE COMPENSATION, WORKING 

CONDITIONS & WELFARE



EXECUTIVE COMPENSATION

Executive compensation covers employees that include presidents of 

company, chief executive officers (ceos), chief financial officers (cfos), 

vice presidents, occasionally directors of the company, and other upper-

level managers. These high level employees are paid executive 

compensation.



TYPES OF EXECUTIVE COMPENSATION

1. Cash compensation

2. Deferred compensation

3. Long term incentive plans

4. Stock options

5. Restricted stock

6. Retirement packages

7. Executive perks



WORKING CONDITIONS

• A work environment free from injuries and accidents attracts employees. Employees 

are more satisfied and productive in such an environment.

• A safe work environment is important for both employees and employers alike. It is 

the right of all employees to have safety in the workplace.

• Workplace safety is important regardless of the size of a company. All companies, 

big or small, need to incorporate safety in their workplaces.

• Well implemented safety measures keep employees safe and also protect industry 

equipment. It is the responsibility and duty of employers to protect their employees 

and keep them safe.



EMPLOYEE WELFARE

• Employee welfare means anything done for the comfort and

(intellectual or social) improvement of the employees, over and above 

the wages paid.

• In simple words, it means “the efforts to make life worth living for 

workmen.” It includes various services, facilities and amenities 

provided to employees for their betterment.



IMPORTANCE OF EMPLOYEE WELFARE

1. Lack of strong trade union movement

2. Poverty

3. Illiteracy

4. Low level of health and nutrition

5. Lack of healthy recreation

6. Lack of training



TYPES OF EMPLOYEE WELFARE
 Intramural: - these are provided within the organization like: 

1. Canteen

2.Rest rooms

3. Crèches, 

4. Uniform etc. 

Extramural: - these are provided outside the organization

1. Housing

2. Education

3. Child welfare

4. Leave travel facilities

5. Interest free loans

6. Workers cooperative stores

7. Vocational guidance etc.



Statutory welfare work - comprising the legal provisions in various pieces of labor 

legislation.

Voluntary welfare work - includes those activities which are undertaken by employers for 

their voluntary work. Different ways of social security provision in India 

• Social insurance- common fund is established with periodical contribution from 

workers out of which all benefits in terms of cash or kind are paid.The employers & 

state prove major portion of finances. Benefits such as PF, group insurance etc are 

offered. 

• Social assistance- benefits are offered to persons of small means by govt out of its 

general revenues. E.g.- old age pension



INDUSTRIAL ACCIDENT

An accident (industrial) is a sudden and unexpected 
occurrence in the industry which interrupts the orderly 
progress of the work. According to the factories act, 
1948: “it is an occurrence in an industrial establishment 
causing bodily injury to a person who makes him unfit to 
resume his duties in the next 48 hours”.



CAUSES OF INDUSTRIAL ACCIDENTS
Environmental causes of accidents

Accidents which occur from environmental causes refer to those workplace accidents 
that happen because of the working environment. The environmental factors can be 
both natural and man-made such as workplace design

Mechanical causes of industrial accidents

Mechanical causes of industrial accidents are factors that refer to machine or 
equipment failure or breakdown. Generally, with proper maintenance and safety 
processes in place, these types of accidents are preventable.

Human factors that cause accidents

Accidents caused by human factors refers to incidents in which the accident is 
directly attributed to the worker involved in the accident.



TIPS FOR THE PREVENTION OF INDUSTRIAL 
ACCIDENTS

1. Develop an employee safety plan

2. Training to promote awareness

3. Focus on skill development and education

4. Appropriate monitoring by supervisor

5. Share safety concerns and ideas with one another

6. Plan maintenance of machine

7. Quick repairs of broken down machines

8. Regular inspection of safety measures



ACCIDENT REPORT AND RECORD

An accident book is used on construction projects to record details of any accidents that occur. This is 

a requirement of the reporting of injuries, diseases and dangerous occurrences 

regulations (RIDDOR). Companies are legally required to have an accident book on sites that have 10 

or more employees.

Details of accidents that must be recorded include:

• The date and time on which it occurred.

• The person who was injured.

• Any witnesses.

• The type and nature of the injuries sustained.

• The cause and full circumstances of the accident.



UNIT-3
ORGANISATIONAL DEVELOPMENT



ORGANISATIONAL DEVELOPMENT

“Organisational development is a long term effort of systematic 

development of planned change in an organisation through the 

utilization of various discipline of behavioural science, 

technologies, research and practice.”



OBJECTIVE OF ORGANISATIONAL DEVELOPMENT

(1) To increase openness of communication among people.
(2) To increase commitment, self-direction and self-control.
(3) To encourage the people who are at the helm of affairs or close to the point of 
actual action to make the decisions regarding their issues through collaborative 
effort.
(4) To involve the members in the process of analysis and implementation.
(5) To encourage confrontation regarding organizational problems with a view to 
arriving at effective decisions.
(6) To enhance personal enthusiasm and satisfaction levels.
(7) To increase the level of trust and support among employees.
(8) To develop strategic solutions to problems with higher frequency.
(9) To increase the level of individual and group responsibility in planning and 
execution.



ORGANISATIONAL DEVELOPMENT PROCESS

1. Initial diagnosis

2. Data collection

3. Data feedback and confrontation

4. Selection and design of interventions

5. Implementation of intervention

6. Action planning and problem solving

7. Team building

8. Inter-group development

9. Evaluation and follow-up



ORGANISATIONAL CULTURE

Organizational culture is like the genetic makeup of the organization 

from which the organization’s image and brand is created. It 

embodies the organization’s mission, vision, philosophy, values, 

policies, principles, products, processes, market history and 

historical data. It is not a one-off idea; it is built over time and shaped 

by experiences shared over time



KEY IDENTITY OF OD CULTURE

1. Shared identity

2. Cohesion

3. Work values alignment

4. The work environment

5. Shared language



ORGANISATIONAL ETHICS

• The way an organization should respond to external environment refers to 

organization ethics. Organization ethics includes various guidelines and principles 

which decide the way individuals should behave at the workplace.

• It also refers to the code of conduct of the individuals working in a particular 

organization.



CORE VALUES OF ETHICS

1. TRUSTWORTHINESS

2. RESPECT

3. RESPONSIBILITY

4. FAIRNESS AND JUSTICE

5. CARING

6. CITIZENSHIP



UNIT-4 
EMPLOYEE GRIEVANCE & DISCIPLINE



EMPLOYEE DISCIPLINE
MEANING

Discipline is the regulation and modulation of human activities to 

produce a controlled performance. The real purpose of discipline is quite 

simple. It is to encourage employees to confirm to established standards 

of job performance and to behave sensibly and safely at work. Discipline 

is essential to all organized group action.



OBJECTIVES

I. To regulate the behaviour of employees thereby enabling them to comply with 
performance standards.

Ii. To ensure the cooperation of employees in performing various tasks.

Iii. To develop a spirit of tolerance among employees.

Iv. To promote trust and confidence among employees and their superiors.

V. To ensure good human relations in the workplace.

Vi. To entrust a responsibility to employees.

Vii. To improve the morale of the employees.

Viii. To foster industrial peace.

Ix. To improve the performance efficiencies of employees.



NEED OF DISCIPLINE

1. Good work condition

2. Standard job performance

3. Follow up of rules and regulation

4.Establishing good relation



CAUSES OF INDISCIPLINE

1. Lack of proper leadership

2. Lack of supervision

3. Violation of rights of employees

4. Absence of grievance settlement machinery

5. Lack of proper promotional policy

6. Employers attitude

7. Lack of communication

8. Lack of proper rules and regulations

9. Divide and rule policy

10. Bad working conditions

11. Discrimination



PREVENTIVE MEASURES OF INDISCIPLINE

1. The rules and regulations for maintaining discipline should be framed in consultation with the employees’ representatives.

2. Employees should be given a chance to improve their behaviour. The past offences as far as possible be condoned after 
some time.

3. Rules should be made known to employees and they should be reminded of those rules after regular intervals.

4. Rules should not be made rigid but they should change with time and changes in the working conditions.

5. There should be uniformity in application of rules. Everybody should be treated equally before rules.

6. Breach of rules by any employee should not be allowed and rules breakers should be dealt with firmly.

7. It should be remembered that the aim of rules is to prevent indiscipline and not to cause harassment to the employees.

8. The offences of grave concern should be dealt with firmly by appointing a committee to enquire thoroughly in the 
matter. The committee should be un-bias in its dealings.

9. There must be a provision for appeal and disciplinary action taken should be reviewed if required.



ESSENTIAL OF GOOD DISCIPLINARY SYSTEM

1. Knowledge of rules

2. Prompt action

3. Fair action

4. Well defined procedure

5. Constructive handling of disciplinary action

6. Hot stove rule



CAUSES OF GRIEVANCE

1. Economic

2. Work environment

3. Supervision

4. Organizational change

5. Employee relations

6. Miscellaneous



GRIEVANCE PROCEDURE 

1. Timely action

2. Accepting the grievance

3. Identifying the problem

4. Collecting the facts

5. Analysing the cause of the grievance

6. Taking decision

7. Implementing the decision



UNIT-5

E-HUMAN RESOURCE



E-HRM

E-HRM has been defined as “a way of implementing HR strategies, policies and 
practices in organizations through a conscious and directed support of and/or 
with the full use of web-technology-based channels” or more recently, and 
more broadly, as “the planning, implementation, and application of information 
systems for both networking and supporting actors in their shared performing 
of HR activities”.



E-JOB DESIGN

Definition

Job design is defined as a process of describing a job in terms of its duties 

and responsibilities; the methods to be used in carrying out the job in 

terms of techniques, systems, and procedures; and the relationship that 

should exist between the job holders and their superiors, subordinates, 

and colleagues.



GOALS OF JOB DESIGNING

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

2. Increasing employee motivation and productivity

3. Enhancing employees’ skills by identifying their training needs

4. Covering the modern needs of employee participation

5. Ensuring safer working environment

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

7. Improving the quality of working life of employees

8. Eliminating the unnecessary levels of supervision, checking, and control

9. Establishing high-level standards for customer service

10. Minimizing cost by reducing wastage.



E-HUMAN RESOURCE PLANNING

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 resources planning ensures 

the best fit between employees and jobs while avoiding manpower 

shortages or surpluses.



STEPS TO HUMAN RESOURCE PLANNING

1. Analysing labour demand

2. Forecasting labour demand

3. Balancing labour demand with supply

4. Developing and implementing a plan



E-RECRUITMENT
E-RECRUITMENT METHODS 

The main purpose of the recruitment process is the generation of an applicant pool truly interested 
in working in organization as a response to a job posting. The traditional recruiting methods are:

• Print media advertising, such as job advertisements and recruitment brochures; 

• networking; 

• recruitment agencies.

In addition, there are some internet-based methods, very effective for recruiting. These recruitment 
methods are driven by skills. Employers describe their free positions in the skill terms, while 
applicants provide an extensive detail of their skill. On most sites, job seekers can post their resumes 
and browse through listings for free, applying for jobs that interest them. Recruiters will need to 
focus on what applicants have to offer versus their current position title. Employers using internet 
services must pay to list an opening and establish a direct link to their web site. 



E-SELECTION
E-SELECTION METHODS 

Usually, it is difficult to decide where recruiting ends and selection begins. The main purpose of the 
selection process is to distinguish individuals on the basis of important characteristics. In a 
changing environment, the speed of the selection process becomes important.

E-selection is a paperless process where electronic documents and information can be quickly 
disseminated nationwide or worldwide. The most important methods for e-recruitment are: 

• electronic resumes

• Online assessments 

• online interviewing 

• online assessment centres



E-COMPENSATION

• Compensation is the total reward received by an employee in exchange for services 

performed for an organization. It can include both direct pay (salary and wages) and 

indirect pay (benefits programme). 

• The e-compensation systems are those software packages which are bought or 

developed by companies and are accessible through the company’s intranet or over the 

internet which all the employees would be able to reach it through browsers from 

anywhere (in case of internet).



TYPES OF E-COMPENSATION

Morale and job satisfaction are affected by compensation. 

 Base pay 

commissions 

 overtime pay

 Bonuses, profit sharing, merit pay 

 stock options 

 travel/meal/housing allowance



NEED FOR E-COMPENSATION

• To maintain uniform, error free, accurate compensation 

• To retrieve past records within seconds 

• to protect the data 

• to manage the pay package for international work force

• To calculate easily 

• to link other system like performance appraisal, training, recruiting

• To match with budget, financial budget



E-HR RECORDS

Human resource records refer to the informational documents utilized by 

an organisation to carry out its functions. It represents the memory of 

organisation. The records provide information about the organisation 

which is maintained in tangible form i.e. Written, pictorial, charts etc.



OBJECTIVES

Records serve the following purpose.

(1) help managers to identify, prepare and implement training programmes for employees and executive development for 
managers.

(2) facilitates in decision making in respect of transfer, promotion, demotion, redeployment etc.

(3) helps in preparing wage and salary sheets.

(4) enables to provide information relating accidents, absenteeism, labour turnover, wages and salaries to governmental agencies.

(5) facilitates human resource audit.

(6) enable research in human relations.

(7) provide knowledge about validity of employment tests and interviews.

(8) maintain data in respect of leaves, training, promotion, transfer, layoffs, dismissals, expenses incurred on employee benefits etc



TYPES OF PERSONNEL RECORDS

1. Individual service record

2. Performance record

3. Leave records

4. Training records

5. Health and safety records



E-HR INFORMATION

1. Headcount report- A headcount report is  helpful in illustrating trends in employee movement. 
It allows you to see which departments have lost talent over time and which have grown to full 
capacity. A comprehensive headcount report forms the foundation of reports such as the employee 
census, time and attendance reports, and training cost summaries. 

2. Recruiting report-when you get recruiting data from an all-in-one hcm platform, you have all 
information about candidates and open positions in one place, helping you save time and build a more 
efficient recruiting process. A recruiting and applicant list report gives you a complete picture of 
hiring activity

3. Performance management report-performance management is an important way to align 
employee action with company goals. With clear and easily accessible employee performance 
reporting, you can see your best performers, as well as those who need coaching or training. A 
performance review report not only shows manager feedback and ratings, but it can also draw on 
information from other documents that you’ve stored in each employee’s performance profile



4. Compensation report-spreadsheets can hold a lot of compensation data, but they’re hard 
to keep up to date. In contrast, a centralized HR platform allows you to easily access real-time 
payroll data and generate reports for a range of stakeholders in HR, accounting, and company 
leadership.

5. Diversity report- an all-in-one platform with compliance reporting features can help you 
collect information about employee age, gender, and ethnicity, and store it securely. With 
reliable demographic information about employees, you can better understand the makeup of 
the workforce, and develop HR policies and programs that serve employees’ needs.



E-HR AUDIT

Meaning
HR audit is an important management control device. It is a tool to judge 
organisations performance and effectiveness of HR management. According 
to Dale Yoder, “personnel audit refers to an examination and evaluation of 
policies, procedures and practices to determine the effectiveness of 
personnel management.”



OBJECTIVES OF HR AUDIT

(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

2. Outside authority approach

3. Statistical approach

4. Compliance approach

5. MBO approach


