Unit-1
Ques-1 define HRM? Objective & differences between HRM and personal management?

Ques-2 what are the quality of HRM? Functions of HR?
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esouree Manyement —
1.4 Human Resour Q' Teat ang Case

Or[.‘,:l.nhntlunq are made up of people and function through people, Within
organisations cannol exist, The resources of men, money. materfals and yy,
are collected, coordinated and utilised through people. Therefore, pPeo

i Pﬁ.‘“i\'t

houses are made or broken m the long run not by markets or cipital, PAUETILS
cquipment but by men,” Ofall the resources manpower 1s the only resong ee Which
does not depreciate, with the passage of time. This resource (s called luiman SOty

From the nattonal viewpoint, human resources may be delined as "(he L'-'t‘“‘lr-.i;;r.
skills, ereattve abilities, talents and aptitudes obtatmed fn the population ™ 13y, e
vicwpoint of an organisation, lnunan resonrees represent the people af wa ), They
are the sum-total of the mhierent abilities. acquired knowledge ad shills g
exemplified in the (alents and aptitudes of Its ciployees. Aceonding (o Mexiinspn
human resources refer o “the total knowledge, skills, ereative abilities, talen(s el
aptitudes ol an organisation’s workforee, as well as the vilues. altituedes and beliefs

of the individuals involved.”! Thus}human resources represent the quanl

Hative al
qualitative measurement of the wor tforee employed in an organisalion, |

Human resources are charaeterised by the following fealures;

(f) Human resources of an organt
Inberitance and Interaclions with the environiment,

(il Human resources are lwicmgrnmlm They cons|
Individuals each having Tunique personality,
values. Each has lils own physteal and
elfective use of its luman resonrees
pay atlention to differences betwee

satlon are the product of thelr biologieal

Lol o lge vmber of
dilferent needs, attitndes wud
Psychologiend tradts, n order (o make
<A orgmisation st recopmise mnl

N lndividuals so (hat caeh person can
maximise hisMher potential,
(1) Human resources are dynamic and behave difm rently, They teacl (o the
same sltuation In quite different w — B A

avs. Even the same lndividanld Iy belinve
differently at twa different points of thne,

It Ix, therelore, very diflicalt (o
predict human behaviour,

{f) Human resources are the mostimportunt element tn nn organlzation, The
elfective utllisatlon of il other resonrees depends upon the uality of

resources. Therelore, human resources are ealled L nssels of
capilal,

(v) Human resources have (he

Lhe right elimate |5 provided 1o them,

(uf} The term h-!!!!l“". resources 15 wider than the e personnel. Tumii
resources include yl) e dynamile co

a Tl
i companents of wll the people ot nll |"“II
organisallon, .

Kreatest potentigl (o develop and grow providedl

menl

. g
delined nx n set of pulleles, priv ”‘T"
both persannt | orpmntsaiionnl posls. 1H

1.1 Concept of Human Resouree Manage

ﬂllllllmu Resource Managteineny (1M may bye
and programmes destgned 1o muxtyye

1. Leon C. Mepgglinson, Personnel ami Hetinay Hestpnge Aalinbntstynitton, LR, . <

R ) SR . PR o
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yature il Seope of Human Besontee Management -

e 1O A e A o s o e s
' . = h PP T tesoniee aaapemenl s e
planung, orgamsing, direvtmge auud v elling of the procienn nt: developimenld
compensation. mtegration, mamtenanee ad ceprodoeton of oo resonieen I|;
the end that mdivadual, oransatioal and soctetal objectives are acconnplinled

According to Natonal lnstitute of Pevsomnel Management ol indin, “loimin
pesouree “""'.“J,L:“““‘“l s that pant ol management concesaed with people ol work
and with their relationships withun e egantzation 1 seeha o gt together men
and women who make up an enterpytse, enabling cacle foomahe hin own hend
contribution 1o its sucvess ot as an tdividual and s o member ofaworldog gronp,”

Scott and others have detined as follows: “Humon pesonres management Iu that
branch of management which (s vesponstble on o stall hasda o eoneentiading on
those aspects of relationship of wanagement (o cmplovees el cmployeens 1o
emplovees and with the development ol the tadividoal o the grongs, The olijeclive
is to attain maximum indwvidual development, desteable wor kg relationshipy helween
employers and employees and cmployees amd employees, il elleetive monlding ol
human resources as contrasted with physteal vesom ceN"

In the words ol .L]m‘ius.ljmumn resonree mansgernent may bedetined ns thnt
ficld of management which Tas to do with plnntng, orpanising sl controlling the
functions of procuring, developing, maintidning and utilistog o lnbour foree, nich
that the (@) objectives for which the company ts establishedare attatned ceonamienlly
and effectively: (b) objectives of all levels of humin resonrees e sel vedd to the ghent
possible degree; and (¢) objectives of soclely are duly colnelded mud m'l'.'ml.":'_)

1.2 Characteristics of Human Resource Management

On the basis of the definitions glven abaove, the followlng features of lnunan resouree
management can be identified:

1. Comprechensive Function,
managing people at work. 1t covers all type
It applics to workers, SUPCrvisors, otficers, managers and ather lypes of personnel,

2. People-oriented. 1 human resouree management Is coneerned with crployees
as [ndividuals as well as groups. It Is (e process ol achleving the hest M helween
individuals. jobs, organisatlons 1_t_t_15! llw_im-lrmltyﬂtl. It 1s the process of hringing
pcople and"n_:‘g_"ﬂulsml'i'ﬁ'n_.‘:_tﬂgv[ﬁt'r so (hat the goals of cach are mel.

3. Action-oriented. [Human resouree management focuses on action ralher thin
on record-keeping or procedurcs. It stresses the solution of human resouree problems
to achieve both organisational objeellves and employees’ personil goals,

4. Individual-oriented. Under Tmin resouree management, every employee
is considered as an Individual so as to provide services and programmes to fcilitale

employee satlsfaction and growth.

Human resource management s coneerned with
s of people at all levels i the organtsation,

1. Edwin B, Flippo : Personncl Management, 1980, p. 5.
2. W.G. Scott, Clothier, R.C. and Spricgel, WR. : l'ersonnel Management—Drinciples, Proctlees amd Mlnt of

View. p. 11
3. Michael J. Jucius : Op. clt, p. 25.
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 WAFFERENCES BETWEEN HUMAN RESOURCE MANAGEMENT AND PERSONNEL MANAGEMENT

IM
According to some people there is no difference between HRM and Personnel Managemey,

They assume that both include same functions and HRM is a dllg,'nlfi*!:l;I r;";“ﬂ:-":ﬂ':j";l‘“""d
Management. After taking all the views on comparison of personne H:ia;']r gcm = d;mun
resource management it can be said that both are same but hmtc o Sata,
also both have some similarities and some differences, and both differ in contents as we]| a3

. : . man reso
emphasis. Following are the differences between personnel management and huma urce
management:

1.

2.

F= Dependency: Human resourc

Nature: Human resource management is concerned with the mnlinu:l::us cmpl_m.su on
the development of people at work whereas personnel management is a routine and
administrative function. Further, HRM is the expression of the unshak‘cahle b-:lte‘l'uflhr:
management of an organization in im proving human processes on continuous basis.

Scope: Personnel management is narrow in scope whereas human resource management
is wider in scope. This is because personnel management deals with rules and regulations

made for the personnel working in the organization. This helps the superior to deal with
their subordinate so a3 10 achieve its objectiv

recognizes the importance ol the employees and makes the policies and programmes for

the development of the employees 50 as o make them the assets of the firm.

Focus: Human resource management has its maj

n focus on the coordination and
dﬂcinEmenl of the personnel of the organization whereas personnel management locuses
on the achievement of objectives by giving more

wers and authority to the managers.
Reactive/Proactive: Human resource management is ; ﬁﬁ:'fia_ﬁ'm:tiun a;:].}sﬁl;nl only
concerned with the present organisational needs byt anticipates future needs and acts
accordingly whereas personnel management [y
the demands ofan organizati

nction is mainly reactive and responds to
on whenever they arise.

¢s whereas human resource management

parts of the organization.
N as independent function and sub

regard to organisationa| strategies and processes.

Objective: Under human Tesource management altempt is mad
efficient but to create Proper organisational culture
personnel management concentrates mainly on
isolation without emphasizing the relevance of e

€ not only to make people
to_utilize the efficiency whereas
Improving the efliaency ol personnel in
ficiency in the Organisational context.

==
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Human Hesource Managemeant: Nature and Scope

r :-IE:IS of Cnmmunjc:ﬂun: Human resource management constitutes and deals with the
tlp: ﬂf_ direct and Systemauc communication whereas personnel management deals with

8. Job and Salary: In case of human resource management the salary structure is related with

the'performance of employees'on the other hand under the personnel management wage
and salar 1s given on the Job basis)

Position of Employees: Human resource mana
are 10 be used and developed for the organizatio
the workers as a tool that is expandable and replaceable.

Therefore, personnel function is headed by personnel manager who is supposed to know
rules and regulations of personnel practices and he advises top management on personnel
polioes. Personnel management is considered a separate function like other functions. HRM,

on the other hand is a part of every line function which is based on the assumption that primary
1ob of every manager is 1o activating the workforce.

gementtreats the people as an assetywho
n. However, personnel management treats

Scanned with CamScanner



1.4 Objectives of Human Resource Management

Objectives of human resource management are derived from the basic objectives of
an organisation. In order to achieve organisational objectives integration of employer’s
Interest and employee Interests is necessary. In this light, the objectives of human
resource management may be summarised as follows:

(1) To help the organisation attain its goals by providing well-trained and well-
motivated employces.

(i1) To employ the skills and knowledge of employees efliciently and elfectively,
l.e., to utilise human resources cffectively.
{tt) To enhance job satisfaction and self-actuallsation of employees by
encouraging and assisting cvery employee to realise his/her full potential.
(tv) To establish and maintain productive, self-respecting and internally salisfying
working relationships among all the members of the organisation.
(v) To bring about maximum individual development of members of the
- %gaﬁ:;: ;3; ;:;deingf ;]i:glortu;m;s for training and advancement.
on o ¢ individuals and groups wi ganisa
by reconciling individual/group goals with thusn:grc?f :f: or;ha:li:aiun. ton
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Human Resource Management — Text and Cases

i) To develop and maintain a quality life (QWL) which m
the organisation a desirable personal and social situation.
tif) To maintain high morale and good human relations within the organisation.

(ix) To help maintain ethical policies and behaviour insid
organisation. side and outside the

(x) To manage change to the mutual advant
organisation and the society.
(xt) To recognise and satisfy individual needs

and pr . N
appropriate monetary and non-monetary inctnth-i“up goals by offering

akes employment In

age of individuals, groups, the

Thus, human resource management seecks to (a)
cctively the organisational goals, (b) serve 1o the b ;lll
lividual goals, and (c) preserve and promote the gflltrqfl s

To sum up, human resource managemen
|
ganisational and indlvidual goals, sceks

ain cconomically and
SU possible degree the
welfare of the community.

1o accomplish societal.,

R — ¥ - v . -
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ROLE/FUNCTIONS OF HUMAN RESOURCE DEVELOPMENT MANAGER

HRM aims at bringing together expertise and skills in a scientific way. It helps in creating
attitudes that motivates a group to achieve the organisational goals clfectively and economically.
The functions of human resource manager include the functions of management as well like:

. Planning

2. Organizing
3. Directing
1. Controlling

Apart from these functions the human resource manager is concerned with the lollowing
functions:

l. The Inception Functions: This function deals with recruitment and srleFtiun of Iu.lman
resources. [t involves identification of skills, knowledge and abilities need in an appll-tanl.
It facilitates fixation of performance standards, pay rates, and im-::-.t.l;ing Gair diﬂ:iphmw
action, ifnny. The focus is on facilitating adjustment to the wurl;. environment, alt:unmeru
of organisational goals and adherence to the rules and regulations of the department in
which the candidate has to work. ) s

2. Development Function: This function im-nlwz:s'rcl‘nnnu[nung m:v; mPL"J’:’ 'Ei:ﬁn“
them fully productive. It includes employee training, employee development, orga
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10.

11.

gyl nplieets U 2rrigire b g,
[ he Jesr iy 1y ean assisting eraplis jlanre I'.-*:,_._._,

development and career developmen ;
mplusess with more prodigsg,,

and imllnui el sballs o el cnrnent ]I"h"‘- enniching e : g
values, making the arganisation more adapuse 1o f:x'ﬂ:_rn;nl influences an ”:‘.-';_t:.::_g
programmes toawist employees in advancing the work lives. .

Maotivation Function: This unction aims at improving ptrfurm;m_f.!:- Iy “.'-'"'i‘! [0 0 iy g
job designing, adoption of an ellective perlornmance appraisal machiners and inrody,,
ol a b and JUSE svstem ol incentives and {ﬂmpl:nwli"lfl- _ -
Maintenance Function: The maintenance lunction deals with puttung in place Ef-lf'-lu':a thizs
will help retin pnoductive cmplayees. It involves providing safe "'”_”l"_“?? ensirenmeny,
cating for the well being ol the |_-n||1|.‘|:,'.|_1_*1 anil m;.;uninn;; f".ll'l'llﬂl].l'll".i:l‘"".l"- prnguu.mm_.!_
The motive hehind onganizing communication programimes 1s to provide infurmatiog 4,
the employvees o vent their frastrations.

Employment Functions: The main trost of this function is prurm_ﬂr the activitiey related
to the meeption fundion by advertising the job effectively. T is important o note th
the function does not deal with hiving decisions. It just coordinates the efforts with line
management by landling the routine paper work assecaated with recruitmentand selecgjon

Development of Communication System: There is a need 1w deselop the upward,
downwared, and horizontal commmmication systern in the organisation. Through HBM an
cellective communication system s develaped in the organisation i owhich the policyes are
communicated to the lower leveland feedbiack of employees is provided at the upper leel,
Training and Development Function: ‘I his function is the organisation’s internal change
agent. The focus of this Tunction is to enbance the personal qualities of the emploveey 1
improve organisitional productivity. This function also counsels the emplovees aned helps
them in making a better career choice anl in linding ways 1o achieve the desired gisaly.

Compensation and Benefits Function: ‘I'his is the most difficult function for it deals with
the most objective areas of a subjective field. It is concerned with paving the employees
and im administering their benelits package. The pay is based on consideration like shills,

Job responsibility, efforts and accountability. While deciding the benefits package, stress is

laid on employees’ needs and expectations and burden this package create on the finanaal
resources. These considerations often result in a conflicr,

Employee Relations Functions: The task before the human resource manager is 1o wle
employee grievances in i non unionized setting. “The function involves enforcement of
policies and procedures and permitting a wronged cmployee a forum to obtain relief. The
organisation should ensure appropriate disciplinary sanctions.

Creating Work Culture: HRM emphasizes the development of employees’ potentialities
and using it for achieving organisation goals, The aims and priorities of individual workers
are given due weightage in the scheme of the organisation. Human resource palicy is backed
by human values, understanding and concern for the welfare of people. This will improve
the marale of the employees and they will coaperate for the best of the organisation. So,
HRM improves the work culture in the organisation and people will enjoy their work.
Research Activities: In formulating the personnel policies and strategies, the information
regarding the needs and aspirations of the personnel is required. This information is
callected through research about the personnel working in the firm.
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_/GUALITIES OF THE HUMAN RESOURGE MANAGER

. IR mvaper shoubil prssens certinkne qualities 1o
faiture ol TR manager depends npon the peesonal
panagger works, TR imanagen shouled prosasess bt i

Managerlal Qualities

1. Intelligence: lmelligence isthe mental ubility of the
n pmviimlg suital

the mature of eveniy al |1tuh|ﬁﬁﬁ|i|ﬂ7flr

shionld T irlll'llif',;:lli. sy Uit e can undderstaned the dil

casily sand nake decisions scondingly.
2. Conceptunl Qualitien: Conceptial qualities refe
‘Phese qualities are related 1o find ont the solutie

cather thin how it is done, TR manager shouk

the abstractions, 1o set models, and 1o ser plans,
abwtract problems, so HTROmimager shionlel biave

3. Analytical Qualities:
with the p:uhh-nw anne] insine

sitsitions there are nainy issties whieh
p———

TR nnager should lave
oy invelved in his wo

I Tamager sl he able o dillerentiate Letween whieat aned chalfand get i
i " - S— - e — -

R manager should lave
yefrain from i
wl shonld be

4, Emotional Stability:
have consisteney inaction,

e fmportant while

high level ol crnotional stability. 1
rer, andd should be |
well adjust

e anietesalul, ‘Dherelore, the suceess o
epalitien and the situation in which the
magerial wanld jods pelated tpualities,

inelividual 1o unlerstand and interpre
—— e g —
dee st TTIE manager
— ) = — -
[erent lnminess sihations more

¢ 10 the ability o virw lhﬂfwhn'lt- meiare.
why 1t i tlune;

m ol why an event (ccur,
| possess these epealities for dealing with

As TR mnager lis 1 deal withy various

ligh level of conceptial skills,

the analytical qualities so thiat lie ez deal
pking ouickly and acenrately. In business
ather are moge important, so
nto reality.

—;

e should
ree from bias. He shiould not
eil. He should have conlidence that he

have anti secial attituee
can meet the ]H'H'Ih.'lll.‘i in business si
wl information,

relevant Facts ar

Job Related Qualities

‘The 1IR manager should have
dems ellectively, As TR manager ]
¢l problems,
following

[H‘nl

solve their pursmmcl relate s0 he mt

job rel

ations succ

joh related gualitics

us 1o tleal with othe
yst have such qunliti:s 10 50

essfully. All his work should be based on

so that he can tackle his work related

r departmental managers and have (o
|ve these problems

ated qualities:

elfectively. 1R manager should have
I. Empathy: Empathy is the quality
successiul R manager las the ability to loo
from other's paint of view.
feelings and values.
Communicative and
and persuasive quali
accepied in the organ

the receiver ol the comm
1R manager shou

Persuasive Quality: H
ty because he has to rely
jsation. Pers
unicatio.
Il have the qualit

Hence, lor

I“I M wes,

olEhserving the events from
ut
‘I'he empathy requires resped

R manager should

uasive communication cn

y 1o communi

yint of ¥
4 understand them
their rights, belicls,

othe

things ohjectively an
r"r "‘[hml

have the communication
s for gettng their ideas
acceptance from
and stimulating

ualiti
casily get the

informative,
cane skillfully.

on thesc q

Pcnuasivc.

i o
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3,

4.

Human Relations Quality: HR nunager should lave the adeguate knowledge ol hmg,,
velatons and he should know how 1o deal with the loonan beings. As TR mmanager ligs
to deal with the people inside and owside the organisation, he should understand thes
behaviowr amd mature, Taside the organisation, HR manager has 1o develop the people and
onnside the ovganmisation he has 1o deal with many agencies, Therelore, it is necessary for
the HR nuamager to understand the human relations.

Technical Quality: HR numager should have the technical knowledge ol the relevam
discipline of the human resource management along with the behavionral and m
qualitics, Therefore, the HR manager should have in depth knowledge
concepts, nature, and theovies of human resonrce
to reliate the coneepts with the business sitiations,

anagerial
ol principles,
management. He must have the ability
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Unit-2
Ques-3 define job analysis? Process & methods?

Ques-4 what is recruitment? Objective & Sources of recruitment?
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Job Analysis and
Design

INTRODUCTION

Developing an organisational structure results in jobs which have to be staffed, Stalling is an
organisation’s primary function. e basic work activities may relate 1o three cuegories— Data,
People and Things. Computing, copying, diverting, persuading, speaking, signalling, serving
and taking instructions arc included in Dat and People. “Things are concerned with setting
up, precision working, operating, controlling, driving, manipulating and handling, aman
resource planning is concerned with the number of personnel required in the organisation,
but the detailed knowledge of the nature and requirements of jobs 1o be filled is essential for

estimating the kind of manpower required. This knowledge is provided through the process of
Jjob analysis.

JOB ANALYSIS

Job analysis specifies details of what is being done and the skills wtilised in the job. It enables
a manager Lo understand jobs and job structure, and thereby, to improve productivity. 1t also
helps in job designing or redesigning, coordinating demands on available tme, individual
psychological needs, technical procedures and desired performance. 1t is a procedure by
which pertinent information is obtained about a job, i.c., it is a detailed and systematic study
of information relating to the operations and responsibilities of the specilic joh. Therelore, joh
analysis is the determination of the skills, knowledge, abilities and responsibilities required by
the employee for successful performance ol the job.

Definitions
“Job analysis is the process of studying the operations, ffu..tiﬁ. organisational aspects of jobs in m:rfﬂ'
to derive sﬁcgﬁﬂﬂn‘mg or as ﬂ;q are rﬂﬂﬂf I'.'j Some, Jﬂb dﬁmﬂ'm" i — Michacl .I' ]I;Itll.‘l.'l
“Job analysis is the process of studying and collecting information relaling lo the operations and
responsibilities of the specific job." — Edwin B, F"m?ﬂ
A job is a collection of duties, tasks and responsibilities which are assigned to an individual and which
is different from other assignment.” — Dale Yoder

Scanned with CamScanner



Hurnan Resource Managemerl x
“1ob analysis is the process of critically evaluating the operations, duties and relalionship of the jop »
L — Scott, Clothier, and Sprieg:j
“Job analysis is the methodical compilation and study of work data in order lo defme, characlerize ¢q),
occupation in such a manner as lo distinguish il [rom all others.” - - ‘ — Shbip,
“Job analysis is the systematic exploration of activities within a job. It is a basic fffh"u'.ﬂf procedure, oy,
that is used lo define the dulies, responsibilities and accounlability of the job. — Robbins & De Cap,,

OBJECTIVES OF JOB ANALYSIS
The important and primary objectives of Job Analysis are:

1. Simplification of Work: Job analysis is done to simplify the process and the methods
involved in the work, i.c., redesigning the job in the simple form. This improves (he
productivity of the employee at work.

2. Establishing Performance Standards: It is necessary to determine the standards of
performance in advance 50 as to compare them with the applications at the time of selecting
the personnel. These standards are established with the help of job analysis.

3. Supporting Personnel Activities: Other personnel activities like recruitment, selection,
training, job evaluation, development, performance appraisal, etc. are supported by joh
analysis,

USES OF JOB ANALYSIS

The job analysis programme is an essential ingredient of the sound personnel management.
Itis the major input for forecasting future human resource requirements, job modifications, job

evaluation, determination of proper compensation and the formulation of job description. Job
analysis is essential in every phase of employee relations.

1. Organisational Design: Job analysis provides the relevant and
completing all the steps involved in organisational desi
the identification of various jobs to be performed

important information for
gn. Organisational design involves
'rmed, grouping these jobs according to the
positions. All the information in relation to these

-
-

- It is helpful in organisational plannin
for it defines labour needs in concrete te i rganisauienal planning,
} rms and coordina . _
and clearly divides duties and responsibilities. reliates the activities of workioror,

3. Recruitment Eim s PR TR .
ent and Selection: By indicating the specific requirement of each job (i.e., the

dE d rt‘.'ll.l.iﬁt bﬂ!.is ﬁ:lr Lh: lhi_'l'iﬂg.l tminlng' Placcmﬂn'[,

. e s }'-lhegualismmalht_h i i s
th ) ch the job requiremen
with a worker’s abilities and interests. It also Ips in charting the chan:cls n?qprumﬂﬁﬂn

4. Wage and Salary Administratio

L - -

: Job = .
indicating the qualifications ¢ n: Job analysis helps in sala

. L equired for doing a specify
involved in its performance. Itis used as a fnundatiuf:'::]
rﬂ'

Iy and wage administration by
€ Job and the risks and hazards
r job analysis,
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Job Analysis and Design

5. EmPIﬂI'-‘_ﬁ’ Training and Management Development: Job analysis provides necessary
information to the management for training and development programmes. It helps
the ﬂ'ﬂ“aﬁ'_:mﬂﬂl to determine the content and subject matter of the training courses. It
also helps in checking applications, interviewing, weighing test results, and in checking
references.

6. Performance Appraisal: Performance appraisal helps in the assessment of actual job
performance by an employee, by what is expected of him. Job analysis helps in establishing
clear cut standards which may be compared with the actual contribution of each individual.

7. Health and Safety: Job analysis provides an oppartunity for identifying hazardous and
unhealthy environmental factors, so that corrective measures can be taken to minimise the

possibility ol accidents.

Employee Counsclling: Job analysis helps in providing counselling to employees in various

areas. Thesc areas may include choice of careers and rehabilitation. Thus, job analysis

provides information which enables the employee to change jobs in order to permit their
manned by personnel with specific characteristics and qualifications.

JOB ANALYSIS PROCESS

Steps involved in the process of job analysis are as follows:

Step 1: Collection of Background Information

In this step, the information relates to how each job fits into the total organisation through
organisational structure and process charts. Because before a job analysis exercise is undertaken,

it is necessary to understand the organisation structure, i.c., the placement of people within the
organisation and the reporting relationships. It is also important to understand the different
business processes like manufacturing, marketing, finance, and relavonship between these
functions. This information provides an overall view of the organisation, the positions, and the
relative importance of each job.

Step 2: Determining the Purpose of Job Analysis

Job analysis data is used for a variety of purposes. Job analysis may be necessary if:
(1) jobs are not clearly defined;

(i) jobs are not logically grouped together;
(iii) reporting relationships are not clear;
(iv) there is an overlap in responsibilities; and

(v) jobs with same or similar responsibilities are not placed in the same grade or salary
scale.

Therefore, before undertaking job analysis, it is necessary to dearly define the purpose of
analysis,

A
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Human Resource Managemenl T

Step 3: Selection of Job to be Analysed |

Al the jobs are not equally critical. However, some of them may nn_l‘. be ap p;npnatcl}r Eﬁtd ed
or scaled. Only those jobs which are critical or important for the l'uncuomn_g of the Organisation
and those jobs which require corrections should be taken up for the analysis or study.

Step 4: Collection of Job Analysis Data

Job data on the leatures of the job require employee qualifications and requirements shoylq
be collected either from the employees who actually perform the jobs or fr?m other employees
(such as supervisors) who watch the workers doing the job and thereby, acquire knowledge ahaoy,
it; or from outside persons known as trade job analysts who are appointed to watch employees
performing the job. Therelore, a standardised questionnaire can be prepared to collect dagy
on all the aspects of the job and its requirements. Similarly, the educational qualifications,
expericnce, training, skills, abilities required for the job may also be listed.

Step 5: Preparation of Joh Description

The information collected is 1o be developed in the form of a job description. This is the
written statement of the main features which the job incumbents must possess.

Step 6: Preparation of Joh Specification

The last step is to convert the job description statements into job specification, i.c., 10

specifically mention what personnel qualities, traits, skills and background is necessary [or
getting the job done,

TECHNIQUES OF JOB ANALYSIS

The determination of job tasks, the concomitant skills and abilities necessary for successful

performance, and the responsibilities inherent in the Job can be obtained through the following
methods:

inrnnn;niuin in relation to the job is through the dir
En:glc; with lllic ducunic!n with the supervisor of the job. The materials and equipments
1.....;.1-1,:' tlvmr ng mndn.'mm and probable hazards, and an undcrsunding of what the

involves are facts which should be known by an analyst. Direat observation is especially

useful in jobs that consist pri . e ar
mechanic, spinner, or iul:r::“ﬂ.]}' b physical ability like the jobs of draftsman,

2. Questionnaire Method: In this method, the
and distributed among the workers. The q
best ol their knowledge and beliel This

questionnaire is prepared by the job analyst
uestions are answered by the workers to the
method is usually employed by engincering
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i tio - 3
|nf;r;n11“3'l: dl'l from 'lll'.'._}ll.:l] holders so 1y any crror may first be discussed with the employee
and alleT due correctinns “iﬂj’ I'm "“hr"i“t.‘tl 7 ll'rj'l.l"il ﬂllﬂlrﬂ.

3. Personal Interviews: Personal interviews may
the relevant questions may be recorded, Bu i,

costly. This method is a prime method wsed by
analyst

b held by the employees and answers o
is method is relatively time consuming and

) the job analyst Tor data collection. ‘The job
"-‘D"lj’«ﬂi the workers and the supervisors concerned and asks questions regarding
the various jobs performed by them for collecting the relevant information,

4. Record: In this method, the employee is asked w maintain the daily diary record of duties

he performs, stating the time at which each task is started and finished. But this method
is incomplete, because it does not give the desirable data on supervisor relaionship,
equipments used and the working conditions. This record is ulso maintained by the
PI'."I“.Iﬂl'lI'IE] l!l:'Fl:ll'Imfl'I[ Tt'g‘:ll:‘ding the _'Frh holders. The ;na'l:rﬂ collects this informaton
from the record maintained by the personnel department.

5. Job Performance: In this method, the job is actually performed by the job analyst for
obtaining lirsthand experience in relation to the actual tastes, physical and social demand,

and the working environment of the job. This method can be used only for jobs where skill
requirements are low and can therefore, be learnt quickly and casily.

Quantitative Methods

1. Position Analysis Questionnaire (PAQ): It is a structured job analysis questionnaire. The
PAQ is filled by the job analyst. It contains 194 items, each ol which represents an imponant
component of the job. The job analyst decides whether each item plays a role on the job and
il s0 1o what extent.

Advantages of PAQ
(i) Tt classifies the jobs.
(ii) It provides a quantitative score or the profile of the job.
(iii) The results of PAQ can be used to compare one job with the other.
(iv) PAQ is also used for the fixation of pay levels.
Disadvantages of PAQ
(i) Itis ime-consuming.
(i) Itinvolves a complicated analysis on the part of job :na!}-tu o

2. Management Position Description Qﬂﬂl‘tiﬂl!ﬂliﬂ {l-f Plltl_'QJu Itis i:.l.s:]l!'ld:r? :::d m:ilru ment
which is specifically desi gned for the use in the mﬂlrlu of managerial jobs. [ts quesuonnaire
consists of 15 sections incuding 974 items. In t.hu. fm:tl‘l-l::d. the respondents ha‘w:. Lo
respond on the importance of each item 1o the position. The management description
factors include:

(i) Internal Business Control
(ii) Public and Customer Relations
(iii) Stall Service

A
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(iv) Supervision
(v) Broad Personnel Responsibility
(vi) Complexity and Stress
(vi)) Approval of Finandal Commitments
(viil) Autonomy of Actions
(ix) Advanced Consuliing
(x) Product, Marketing, and Financial Strategy Planning
(xi) Coordination of Other Organisational Units and Personnel
(xii) Products and Service Responsibility
3. Functional Job Analysis: This approach of job analysis is worker oriented
Job analysis approach attempts to describe the whole person on the joh.

fundamental components of ‘data, people, and things'. The four main
are rated under this method are:

() The language and verbal facilities required 10 perform the job.
(i) The mathematical ability required 1o perform the joh.
(i) The extent 1o which specific
(i¥) The extent 1o which Judge
This method is used frequentdy fo
€ach as a function of jis complexity in relationship witl

. The Tunctiog
It examines three
dimensions wlhicl,

instructions are necessary to perform the job,

ment and reasoning are required to perform the job.

Jobs. It provides a quantitative score of
' people, data, and things,

ormation about g A€ NOt provided wigh, training, they tend 10
. ly or inadvertently
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INTRODUCTION

the organisation.

ifying -::::l‘;:i Possible 50 as 1o decrease the
s the po 6 the right candidates for
ion Phase thayy immediately precedes

b T durés E’}' producing, ideally

Definttions W they may be found.
“Recruitmeny iy the
“ Process
Recruitmeny is 4, of finding ang aliracting cq abplicans
or employment,” — Davi$

Jobs in the OTganisation. “P‘-"Utm of searching for Prospective iy -
n e £ia Him"hfinglbfm‘ﬂﬂﬁ;jf}ﬁrw

— Flipp®

“equale manpoyer resources. Ji involoes
depend when i needs addition?’

— Dale S. Beach

Scanned with CamScanner



..r-"""-'-_

Requisition of Employees: In the : .
& F::vidc the infnrrﬂmi};n W lhlLIa“[';f: ML[Jl']r"'Tr““"‘*-'ﬂ!.llu.-hmd:ml' various departments
- : rsOonne manager reg di . i f d
loyees in their de ] ) ~ sparding their requirements lor Hie
emp ]l' | } [tﬂjamm,ms. Heads of the departments provide this information after
analysing the workloa and the availability of the stafl. |
ification of . o .
N :ld:m:fmems crs::ﬂl:ll:l:s._ ARer recaving the requirement of stall from the various
i d 1rn1: :l}l.is v i EEAGST decides the sources from which the recruitments are 0
be made. : , various sources are analysed keeping in view their positive and negative
aspects. (These sources are discussed later in this chapter.)

3. lﬂ‘fmf'g '-:“-' _‘"PFI'“““: f]l.:l::: the sources of recruitment are decided, the next step is
to invite the ‘m‘lcrc:uu:d applicants for the job in the company. In this invitation following
information is included:

+ Number of vacancies

« Job profile
+ Proposed salary
+ Minimum qualification
o Preferred qualification
+ Minimum experience
4. Preparation of the List: After receiving the applications, they are verified and dlassified

into two groups. In onc group those applications are s ncluded, which fulfill the required
minimum qualification; and in the other those which do not fulfil the minimum qualification.

The first group is then included in the selection process.

SOURCES OF RECRUITMENT

The sources of recruitment which are to be sclected in the second step of recruitment are

of two types:
1. Internal Sources
II. External Sources

L Internal Sources

Internal sources of recruitm
organisation. It is desirable to loo
requisite qualifications needed to fill :
personnel already on the payroll of an organisation.
on the payroll and wish to return ot whom the company

internal sources include the following: _ .. I
1. Promotion: Promotion involves shiftingofan cmployectoa higher I:!':-““““ ﬁ‘;”“ﬁn{;ﬂ ;::
gl . . This prummnn may n i
res b higher status, and more pay- 1!
" of the :mplu}rm- The prom otion may he temporary or pcrmam:nt in the orgamsauon.

The promotion without the increase if salary 15 alled dry promouon

ent arc those where the vacancy is filled from within the
k for applicants from within the organisation, il they have
a vacancy. The internal sources of recruitment include
It also includes pcrsunm:'l who were once
may like to rehire. Recruitment from

A
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Senlority Vs Merit a ion shoul
There is always i conllict between the two options that, if the promotion should be baseg
lere 18 alwinys g i e
seniority. Both the methods have their own merits and demerits:

on merit or

Merits of Promotion Based on Senlority
(i) 1 is the simple and easy method of promotion of employces. '
(i) "This method of promotion creates the discipline and respect for the senior personng
in the organisation,

(iti) As the promotions are acceptable to all, this method creates the peace in the
organisation.

(iv) Right of senior persons for promotion is recognized in this system.
(v) The employees become aware of the future prospects of their job.

(vi) The existing manpower can be used to an optimum level by giving them training and
preparing them for higher jobs.

(vii) Itis the cheapest system of recruitment.

Merits of Promotion based on Merit

(1) The competence, knowledge and initiative ofemployees are recognised and rewarded,

(ii) Employees feel that their performance will be rewarded which leads to improvement
in their performance.

(iif) Competent and efficient personnel are retained in the organisation.
(iv) Itis a logical and scientific system of recruitment.

Both the methods have their own advantages, so the organisation should develop such a
system where a combination of both should be followed.

2 Transfer

:mployces. Transfer of employees is made from
work, worker, and the organisation.

organisation, it is filled with these ex-cmpl
for the wken of their loyalty 1o the organ

Advantages of Internal Sources

1. Motivation to the Employees: Em
"hc?' N get the reward of prom

isation,

pl‘nyc:: are motivated to perform better at work, so that
oton. The use of internal sources for filling the vacant

. 1o the empl N gs
get motivated, but the other cmployees also ﬁuzmr o qﬂmliinclrl;:;mmmcd employec? 3
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2. EC“ﬂ“m‘_ﬂ]' Im‘?r‘“ﬂl Sﬂ'.ﬂrcc-s are economical because there is no need for any formalites
nfﬂdwmﬁmﬂ.nh"mcn"'c“'ﬁ- etc. It saves money as man lidate he selected on tl
basis of seniority and merit. y candidates can be selected on the

3. ﬁ;‘:;iigl:’;;ﬁmf’:;i :li:nl:; ‘;_;:tll:lt‘!;lzs:lre:lw:u-::unhu rulesand policies ofthe company, so

_ ployeeshecausetheyalreadyareapartoftheenterprise
and have [ull knowledge about the working methaods, rules and policies of the organisation.

4. No‘ Rﬂffrﬂftﬂ In lhl:: recruitment through internal sources, any reference and is
verification is not required. This is because the service record of the employce is al ready
available with the organisation.

5. Improves Morale: Internal source of recruitment improves the morale of the employees
in the nrgan.isation as they are assured of better positions when the vacancies arc created
in the organisation. This method gives preference to the existing employees and outsiders
are only provided with the opportunity when the suitable candidates are not available from
within the organisation,

6. Less Time-consuming: Recruitment through internal sources is less time-consuming as
in this case the employces are internally available in the organisation and they can be
immediately sclected.

7. Satisfaction of Trade Unions: Using internal sources as the source of recruitment will
satisfy the trade unions. This will also reduce the conflicts between the management and
the trade unions.

8. Promotes Loyalty: Internal sources of recruitment promote loyalty in the organisation
as when the existing employees are considered for higher positions, they feel a part and
parcel of the organisation and they try (o promole its interests.

lisadvantages of Internal Sources

1. No New Entrants: In this internal source recruitment, company gets deprived of new,
improved and novel skills, which outsiders may introduce. Further eflicient, competent

and trained outsiders will not get an opportunity for appointment.

2. Promotion of Inefficient Personnel: If seniority is taken as the basis of promotion, anyone
whether efficient or inefficient may get the promotion. Further, in case of taking merit as
the base, approaches play an important role. 50,11 possible that really capable hands may

not be chosen. . _
3. Nota Complete Solution: The internal sources are not capable of fulfilling all the requirements

of the company and it has to depend on the external sources as well. | |
It is not only reasonable but wise 10 if the vacancies to be filled are

within the capacity of the present cmployccf. ;
prepare for the promotion, then this method 1s one af the best because 1t

IL. External Sources

The external sources of recruitment supply the manpo
Here, the employees are sclected from outside the enterprise
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procedure, Exter
Following are the

1l sources provide a large pool of talented persons and at the minimum cog.

various sources of external recruitment: | | |
Educational and Training Institutions: One of :hc.n!tlusl n:crunrnr.:r]ll pr.;l:lu:lui-s in the
United States is known as Scouting— sending recruiters (o the :iclmtr s ane g:; Eﬁ“ fr‘.:r
interviews and screen possible recruits and p‘cmm{]c lht:m. ln. mn"fru :u ;:.-U;IIHH tfhi !‘
regarded as part of the American Way. Now, Ei:[ﬁ:rt:nt nr;,mms:tlmnls u;_ nr.rln 5r ulu l."!'
method. Most of the organisations are using this sou rn.*: m‘|u:rl'i.:rm t lr.: }u ncfmn 0 5.: clmfm
after completing the recruitment in the campus ol the institute itsell wit II;!IUIEW Lo _’""‘_“ﬂli'ac
time lapse and securing the cream before they are atracted by some other organisations.

Jobbers/Contractors: These are the individualsand urg:misalinns..which Wl{rkﬂi mifltllﬂnrn
to supply workers. 1l the organisation fails 1o work directly, it meets its requiremenis
through this source.

Recommendations of Existing Employces and Trade Unions: The existing employees
of the organisation recommend the names of their family, relatives, or friends and the
organisation recruits them. If the employees recommend suitable candidates, then this
method is suitable.

- Advertisements: Advertisement is the most effective means to search potential employees

from outside the organisation. These advertisements can be given in journals, newspapers,
bulletins, etc. The coverage of the advertisement is very large. Advertisement includes the
important information regarding the job profile, salary, minimum qualification, etc. This
is the most commonly used method by which employers carry out their search for suitable
siaff. Apart from the national and the local press and to a limited extent, television and
radio, professional and trade journals are an important source of recruitment by this means.

Employment Agencies: Many organisations obtain the information regarding the
prospective candidates through the em

ployment exchanges. In our country, two types of
employment exchanges are operating:

+ Public Employment Exchanges: These are run by government.

+ Private Employment Exchanges: These are run by indiv
Gate Hiring: The concept of gate hiring is to select
cn‘1pln}rmenr. in the organisation. This happens
skilled workers, When large numbers o
Organisation, then this method is suitabl]

iduals privately,

People who approach on their own for
mostly in the case of unskilled and semi-

[ workers are required at the inital stage of the
e.

D - "de

and feed them inco
) mputer. whenever there ; e
the suitable candidates. T€i1sa need, the recruiting firm can use and get

=

:---.a ‘- 2
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9. Casual Callers: Many well reputed business organisations draw a steady st ol

10.

11.

12.

14.

unsolicited ;PP]EE_“U”IT.'S n their ollices, Sucly joly seekers can be a valuable source of
. F 4 1 L, ) #

manpuﬁf_l’: "A'I"_ﬂ.ﬂ."lj.| |5:|. ol such Visiiors "Iiljr Ih‘.,‘ lll'[.‘lj;'[{:ll sinnil [h;;r nay - :H'II'I'EI'I(:I'I (¥ ] II"

the vacancies as they arisc.

T;]:El!ll.l'lg: .lﬂ fhl-" mcthod, the Jobs are wleeasted which includes all the nnportant

information like job profile, experience, salary, minimum qualificitions, cte.

Internet: There has been a growth in the use of the internet 10 atiract applicants. Surveys
show that many organisations use the internet. Benelit Trom this method is the speed— by
which applicants can obtain information about the organisation and applicstion documents
can be downloaded from the internet. Whilst the internet was initially suitable for
pmfcssiunal and technical vacandies, one suspects that the spread of personal computing
to all patential applicants groups will see this 1ol develop Turther. Internet and websites
are used for the recruitment. Various websites like www.naukri.com register the candidates
for the jobs and provide them information regarding the vacint posts suitable for them.

Walk-ins, Write-ins and Talk-ins: Nowadays, walk-ins are becoming a very popular
method of recruitment. Advertisement is given in the newspapers for walk-in Intervicw.
The applicants just walkin with their resumes for the interviews. However, this is tough for
the organisation as it is not known that how many candidates will walk in for the interview.

Displaced Persons: Implementation of a project in a particular area would result in
displacement of several inhabitants. Rehabilitating the displaced persons is a social
responsibility of every business organisation. “The companies should recruit such displaced
persons; however, the track record of companies in this respect is disappointing,

Employee Referrals: Il the company feels that they can obtain candidates by word of mouth,
ment on the company’s noticchoard stating their requirements.

they may place an advertise
rsons known to them, who may be suitable for

Employees of the company may contict pe
the job and obtain their biodata. The personnel department would scrutinise applications

and call shortlisted candidates for an interview.

Advantages of External Sources

2.

4 Less Favouritism: Candidates are selected

Following are the advantages of using the external sources of recruitment:

Wider Choice: The area of choice increases with the use of external sources. Number of
applicants is much higher in this casc as compared to the internal sources of recruitment,
So, management has a wider choice for sclection when external sources are used.

Efficient and Qualified Personnel: By using the external sources of recruitment, the qualified
and efficient personnel from outside are provided opportunity to show their capability.

New and Fresh Talent: Through external sources, latest knowledge, skills and innovations
cn also be flowed into the organisation. People with latest knuwlr:dgt:* and new ideas can
enter into the organisation only through the external sources of recruitment.

without any preconceived notion. Almost all the

applicants are new to the managers, so there is a less chance of partiality or favouritism.
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5. Long-run Benefi

Disadvantages of External Sources

2.

 Time-consuming:

. . ORIl
t: External sources provide the long-run benefit to the organisati, i,

» brought.
qualitative human resources are broug

i i xternal sources:
Following puints highlight the disadvantages of the e :

Using external sources for the recruitment is a lengthy ang Nime.

suming process This is because a lot of formalities are required 10 be fulfillg by
con

candidates from the external sources.
recruitment are considered a costly process bec |

(, training of the candidates, ¢lc. So, this soure

recruiting
Expensive: External sources of
requires expenditures on advertisemen ;
more expensive as compared to the internal sources of recruitment. |

Dissatisfaction among the Existing Staff: When the existing stall is not promoted ay,
external candidates are given opportunity for the same post, they lose trust on the
superiors. They feel that they are not considered capable by their top management. So ug
of external sources dissatisfies the existing employees.

Increase in Employee or Labour Turnover: When employees see that there are no chana
of their promotion, they leave the organisation as and when they get better opportuni
outside. This adversely alTects the goodwill and reputation of the enterprise.

5. Wrong Selection: Sometimes the external sources lead to the selection of wrong

inefficient candidates because all information is not available with the company at the tin
of recruitment and selection of the candidates.

Differences between External and Internal Sources of Recruitment

Basis Internal Sources External Sources -
Meaning Recruitment is made from within the | Recruitment is made from outside th

organisation. organisation.
Motivation | 1;creases the motivation of existing Decreases the motivation of existing

employees. employees.
Time Itis less time-consuming. It is more time-consuming
Choice It provides a limited choice. It provides wider choice
Cost (¥ .

1s less costly. Itis more costly.
Quality Quality of recruitment
L nt is not i : -

superior as in external murc:: E:;l:z ::f recruitment is more

Refere ence i i
e [T; ;;irrpl"h:u quull‘!.'fnbccau;c Reference is required because
Smaloyee ﬂll'tﬂd__ : Y knows the the :i:_r&t:rpﬁ;: did not know the
- cAndidate,
Basis Based on both seniorit g
Y and merit, Based
onl i
¥ on merit. rad
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Unit-4
Ques-7 defines performance appraisal? Process & methods?

Ques-8 defines compensation? Types & theories of compensation?
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INTRODUCTION

Organisations are nmanaged] by men. Ivis theough manpower thar goals e sep
are achieved, 1 he petformance ol an organisation is, thus, dependent upon 1 s

;Wffilhnﬂr|rr ol its emplovees. According to Peter Drucker, “An ongansation I
oot constituted by inchividual sonnds buat by their synthesis.™ The sucoess f an oy
Mgy,

“'I"hhru
(1] *"IIII fll I.Ih.
If" sl “”IP i

therefore, depends on s ability 1o acenrarely measure the perlonmance of iy el e
these measurements objectively; in order o opumise the persimnel’s performan, . a ";m] -
the muost vital resource in the organsation. H Iy e
The performance of an employee, as his resulant belavioor an sk, can Iy lneryp
evaluated. Therelore, performance refers to the contrbution malde by an mdiiiy ih ‘;ld
accomplishment of the organisational objectives. The task performed s measired ”"”uul:w
combination of quantity, quality, teme and cost of work. Emplovees doonot learn, unlr“uu:“,:
given feedback on the vesulis of their actions. For learming 1o take place, leedbun b should e ok
regular and frequent, so that corrective actions can be taken Tor the Lalores Toorder o bl
this performance, the appramsal sysiem provides management with an oppartanity to real i
give feedback to the employees, as to how they are doing on the job and sa that they can oo

their mistakes and acruire new skills.

MEANING OF PERFORMANCE APPRAISAL
Performance appraisal refers to all those procedures thatare used to evaluate the personshi
the performance and the potential of the employees in the organisation. Ferlurmance apprawd
can be informal or formal. Informal performance appraisal is & continions process of v
||1|.ﬂ

feedback to the subordinates i.e., the information about how well they are dhonng their w

the organisation. The informal appraisal is conducted on a day-to-day basi. .

For example, the manager spontancously mentions to his :!:lllmtthll.llri that a IT::-UH"

piece of job was well performed or poorly p-crﬁ:m:iul. As there is a I.'Ii_h[’ “m".r:":::;

the behayviour and the feedback, the informal I.Ppml.'ﬂl! encourages tlesirable l' ;' A ereho
discourages undesirable pcrrurrlmncF before it becomes pﬂmanﬂlll-}' :*l:gr:lll:; ;||.

informal appraisal must not be perceived merely as a mual t'uturrcmr illll"l i o
| an integral part of the organisation’s culture. On the

an important activity ant

pe A

e tabet
h.lﬂ"l-“Ir

i

.

—aa CODCTPL, WO
A%C1S OVET CUITE
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hiy ml:::_':' l"'.'-'llunuumr appraisal b the sysematic u-vnllufllit;'n n;llllmI Mdiviy,| wit), .

"P!ln-iuu i l’." I'fnlm;mrr- on the jols or his or her .[nﬂf.'nul.s .T II-E [ '_"“"""“H"m, .:l:-"l—-.l ﬁ
nhavi "".ﬂ il strue e system of mcasuring aud evalua g an ke ooty b

VIOur's angg cames, o discover how and why the employee iy Presemy ey, ¥, o

L]

cllenyj i il ‘o,
“uvely thig, betore, so that i the future the employee, organivition anel Vo ieg nn..h“..‘
L

m "lh"fn

}nlluwiug are some definitions of the perlormance appraisal;
‘ Performance Wppraval v the systematic, periodic and an impartial rating of an W plrey:
M matter, Pﬂfmmng ter by Jrrevent pob and hi potential for the present jab. " - rdb: "fd{"
! ¥rformance appraval ineludes all formal procedures wsed to evaluate Pervmalip, "h
Potential of the Eroups members in a workeng sopansalion, I s a condinuomg process 1 “eur, Fhy
Necessary foy making covrect and ohjec tive deeisiony on empliyees.” . “'fm""q
""menn appraval v the ywlemahie evaluwaln of the mdrndual unth T#3rer) :ﬂ‘ hﬁ'
Performance on thy Job and his ur her potential for the develuprment.” . [H:r' o
“Prrformance appraval v a formal structured sydem of measuring and cvaluating o, m‘
related behanoury aned ouleomes i discaver hoo and wiry the employee is presently perf ormmg ony, M
h&fw the employee can petform more effectively in the [uture so that the empliryee, Oy EHH.N
will benefit,” — Randaiy g
On the basis of the above definitions, it can be said (hat perlormance Apprasal y ,
by which organisations evaluate the employees’ performance. It is e Systemari t-nh,l;"m
the individual with respect to his performance on the job and his Potential for :Imﬂ,m:q
is concerned with the determination of the differences among the employees, h

FEATURES OF PERFORMANCE APPRAISAL

Following are the main features of performance appraisal:

I. Systematic Process: Pcrrurquntc appraisal is a Systematic, process consisting of
number of steps 1o be followed for the purpose of evaluation of strengths and weakse

of the employees,

2. Description of an Employee: Performance appraisal is the objective and syMem
description of ﬂ‘ﬂml’wﬁfﬂﬂih‘ and weaknesses in terms of the job performed b
them. —

3. Continuous Process: Perf

¥ 4 s

and continuous activity wher
B

i "-'ﬂlr;bu

b,

definite plan. b | |
4. Collection of Ir i ice appraisal is concerned with the mll:tw!:
important and | the employees’ strengths and weaknes<

that the decisions clated
5. Human Oriented: Perfor m: is de
of the employees and abo king in the organisation. | e
..: } CE - I‘Un-"ﬂ_ i

6. Formal and ' 1 be formal as well as in

 place on: sfeedback is given to the emplo}

suman oriented as it is done for the empk!
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2. Communication of the Standards to Employees: |he petlomunge sl ™
first step should be commumcated 1o the cmplovees, so thuat e s ardy -y
iv expecied from them. These standirds will semone the onfision 1 *I'I-l:'n Miin, o
emplovees in relation o the targens 1o be achieved s themn Further, wi, ! ‘!H Matdy
commumcated to the emplovees, they put their best efTorgs i |1U.1r‘m t:u: W Stany,, i
equal to or above the set standards, Hung they 1""”"“:_...‘:

3. Measuring the Actual Performance: The next step inthe process of g
i 10 measure the actual petlormance ol the employvees hm‘l‘. Fn
performance can be done through statistical reports,
reports, oral reports, et

4. Cdnp.rlun of Actual Performance wiih the Standards: The
employees is compared with the fixed stand
employees. Deviations in the
The evaluation of the empl
advancemen,

5. Discussing Reports with the Employees: ey,

with the concerned employee

o

."'ltrJ
|"|"|'-Il i
W
Mirm of

Yow rI-H‘I"ﬂ'

”lh n"l{‘.uul
prersonal ul'lkrnq'rmn

actual pPerformane |,
ards foor 1hye Jrurprose of rll'll‘lll_l.: the SLamg
Em”"""_““r of the r"']"""”" are alsiy o] 0
wees is done on the hasis of then potential f

I the
11k,

at thi Mige

M ETowmgh any

whcally, the assessmient FEPOTTS are disctive,

s For helping the empl
: . . _ Plovees tooamproove therr perd
their weak poines, Kood pomnts and I dilirmy

or )
performance are mluenced for the acluevement of the OTRasatonal goals

6. Thking Co :
- g Corrective Mlun. Performance appiraisal process s iseful only o corrective aonon
13 taken on the basis of the repornts. This corrective

Iheulties wre mdwared Lo thies was, theds ditude g

- senon can be i the form of advice
counsel, warning, refresher LOUTSE, Trunmg, assigniments, coo hing, et

METHODS OF PERFORMANCE APPRAISAL

ﬁﬂttl!lrﬂﬂ}'j‘tﬂ‘lﬂrllﬁr I-I“:'.HlﬂlllIhﬂlll'*i“.lllil.lll'lljl: personnel have evolved onsuderahly
Old systems have been !tpllﬂl by new methods that reflect technical mprovements and are
more consistent with the purposes of the appraisal. The methods of performance apprasal are
classified into traditional methods and modern methods.

Tradivional methods are also known as trait methods. Tran Pproaches o performance
appraisalare designed tomeasure the extent m“hirhu"r"I"PI""""I"-\w“:'H crtam characer st
such as dependahility. creativity, initiative and leadership that are viewe 4 important and
desirable for the job and the organisation in general There may alsg be added work-related
characteristics such as job knowledge, ability |u‘mmplr1r AN ment, success iy CArrving ot
hlﬂ"‘.\-. cic. As there are different methods “F'_-:."“H pﬂ'h'llt" E rl"; havis ol sy timensions, there
are several methods based on [hlllppﬂﬂ'-h- The reason that trait methdy are the popular

is largely ducto the case with which they are developed. Some of these Methods are as follows
. i haracteristic 1y |
; ._il; m Sc 3 :h'-_h p mﬂlﬂdﬂn the I'IIETW to which an "mph epr il
-Thh’%ﬂ e e This Is the 'imPlinl and most popular techni
uﬂﬂ:m MSACLETISHC, ,

-

' K V'

WEE possesses that
que for Appramsing
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ht

LanL T antput, atntude and conperation ol W
ol

w ales,

hoas il I elalaliny, immestise,
Al Faanigies Prosvin oo ellent v e
ey e hed ks the approprate pedonmance lesel on e by
fhet

contenion, atel then compuites
"“PII“'T."' otal mamencal soore This i shosen i the tabile Tl
e

s ot the Tollow g perbormance Loy, plesse i ate on the rating scale you 1
""“: o of the emplovee mamed below
Jupt 1P

rq..n'

‘ Lh:-:'_nll.llllllﬂ —

3 [l e B - ~ —
:I.{hrull Output . -

g
1 Attenlance —

}

- - = =

. At = \
-L,\Intmr _\
. ['.a,mpcr.l.lllm —= — j

_—

i — 1 =1
20. Quality of Work : 1 + + ‘ + \
Total

L L 4 PR 'H‘“' rl 1' 'l

i ;I- il My # % -Hﬂli 'rf rrhﬂrr '.I ¥ e i
!I ‘ , it iln ! "l. i

! ' . I il

- sl - acale poinits
5 TTTERL sottiew hat when thie dimensions on the scale and thie scale |
y ' s 18 T
. I.I.h]t"lll\'ll\ Laas

5 L)
| i sl This can Iu Lheved by g, vaters and by mduding
. : -w y .'h b - - ® -
v I“'u; appdelimes petfonimanee appranal releremee pa ket
descriptive appristi b

Report: mli-lc-umlRr|u-:h.m-m.uul.uuul:nmih mgorernment depariments,
- - ¥ | . .
2. mﬁd’""‘d I :1 i i the ndustey s et ruded ont, These reports ditfer trom department
: Micatio
though its 4P|

| from level 1o level, The confidential report s writien for a unut lor
arpnent 4nt
1o depart!

| relates 1o the petformance, ability, and charaaer ol the emplovee during
peap and rekd
one yoar

1 port i not data based but is subjective. No leedback s provided 1o the
ear, The 7€

hein yppraised and thevetore, its credibility is very low. The approach called
we being apie _ _ .

R h“,'l C ]:r“l:[ﬂi.!l Report (ACR), contains 14 items:

" Anmual B4

(v Anendanee
(i) Gelf-expression
’ (i) Ability 10 work with others
;‘-ﬁ"'l l.rlld'l?l‘l-llip
' ty) Initiative
‘?‘
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i LS T all wliibiny
v
LT e nstamnd b e penate vial

(i) Viliny 144 L sy

fin) Chnaling
() A ol ik b ol sonii ihie pervon bew

0 hdge e
(AL TR
(i) spennsdbitling

v Ay alelesi
bew sualsmaliniares i 1 ey '
i I.

1, Ranking Method: 11 s, the supserionr panks b o

Wil stantong Toomn the baest v thie worst s 1 seenpbest el olid e thiud oo rre
'w,
thir l.ilt!ll"'"l"”"”’ ‘I

]
n h"fi
¥

Fyvery o gl ew on prnlgeeed s mbide it dhistimgunedimg

Al i the IR eprariiment bovows os that A o bettes than 18 The o aned “wlyy
uestioned neon answered Nov st et s e toe B tiesialise w it in b WL apipu m..; i
component elements This method s sabyeon o thie bl aned rene sy LY ..1.-|_:"
ranking by twerar mere raters i averaged o help reduce bas 1 adyantage, b, .':I

ll’l dlll."lll"'ﬂI".” +l'.‘l "‘III-."-I'" [1]]
e alienst simlyy 4,
nlar b 'll-hﬂ [

Al l..l’all'q. [ u
L

4. Palred Comparison Method: 1he e commpanson metliod

method When sarations are made m the vankong methowd sor thar o o
I prasred COMPATING gy,
= 1

in Luyge Rronps, it bevoimes pranned comnparson method
eveny person s compared rotwese with the othies prevsons one at a nme | he Numbe,
Hmes ane person o oompared wili athers s tillied on s poeee ol pages Watly 1, by o4
these numbers, vanks are allotied b the emplinees Rater s prosaded waly g, boann,
slipss, e b o OnEnng e of names. The vater puts otk mark AR the perw of,,,,

ankmg s ddetermmmed Iy kg the yag

he considens better of the twer, and the final 1
number ol times an conplovee i canked better tan an other empliner

[ Grading System: In this method, certaom charaotenstins o alilities of Perhon e .
identflied in advance and (he cmplosees are put nto the cate
behaviour and traits. Such categonies are detined as ontstanding, gl average. leks
average, and poar in terms of leters hke A C D0 F where A il ates the best, and | i,
poorest, This method is used for the promatons buased on petlonmance

Checklist Method: Under tis method, & <hehlng of statements o thie traits of e
em;:lnyrn anel his or he Joby 18 prepared o two columns - viz g Yes' codivmn and a ™
column, Itis a list of statemenis that indicate the [recr formance of the l'lllll|u\rn o the
All that the rater has to do is 1o tick *Yes'

lnd column ‘No' il the answer is Hfﬂilliu'. The pﬂlul mance ol the t'mln'lmn- s rated o
the basis of the number of positive checks, A pical chiecklise is given below:

ROEy aconding 1 thes

column ol the answer 1o the statement ot
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e

mrf attendance satisba tory 3
i L]

wﬁﬂ:m she conperate with fys gy her (o
|

,»I;:f,_l._.“ shie heep his o1 her lempwer b 7
5
H.i::l_';m she obey orderss

i

7 et he or she obnerve wfery Precantiongs

r'mpL .

'.....l'-'.'.__ -
~oes e ot she complete what he o she commences?

o
T poes he or she evade tespronstnliy -

These Checklists are of three Vs
(i) :;’I:I[::Et::hﬁlllin: In this method, (he pronted forms containing descoptive guestions
11 e periormandce of (e ”"l"l“"'“*‘ A I""‘"lnl e the ST VIsOTS The

OPUONs Yes and Nev Hie ek e ooie accomiling o the beluavwnn ol
the L"l'“'['l'lll'lﬂ:‘t‘ and sends the Billesd forvn vos thie petsoninie] deprartment b the Tinal ratung.

(id) mﬂhud Checklist: In this mcthoad the werghs are allotiesd o the ditlerent stanements

tnllndll::l'lt"llllt‘ﬂ IMportanee over the other statements This method s used parionlarly
with the objective of avinding sonpe ol personal prepudies

(iii) Forced Choice Checklist: Five statements for each tran are piven i this checklsg

supervisor has two

These five statements idliude two most desenptive, twe least desenptive, amid one
neutral statement. The rater Das to ek on one statement Phas chesbhist has greatel
objectivity as compared to the ather methiouds
7. Forced Chaice Method: 1Tus method respures the rater to choeose from statements, often
in puin‘ that appear ['l:lll.l“\. Lasourable on n.u.l“t unlbavonrabile  The statements, however,
are designed 1o distnguish between successtul and umsuccesstul performance. The rater
selects one statement from the paim without knowing whh statement correctly desenibyes
successful job behaviour Forced Chaonce pases moghit s lade thie following

(i) (a) Works Hard () Works Qunekly
(i2) (a) Shows Initiative (b1 I bess respainisive o customers
(i) (a) Produces Poor Quality () Lacks geowmd wonn ki ualits

This ilppl'"ﬂfh is known as forced choice method because the vater s foreed 1o select

statements which are ready made. The advantage of this metheond s the

bias in rating- The disadvantage is that the statements may
trait. ‘ : . _
8, Essay Method; This method requires the appraiser 10 compose a statement that best

describes the cmployee being appraised. The appraser is usually mstructed o describye
v the cmph}“‘: strengths m"_‘ “HL“““"_“““ o make recommendations for Tis or hey
et method is often used in combination wirhy sotne otlyey vating methiwl

- . § ]

absence of personal
not be deseriptive of the ratee's

The following factors are considered by e rate
. f i UNSay:
il of the employee and his knowledge about the joby, '

ip of the employee with co-workers and supervisors
'y traits and attitudes. ‘

4 for future development, exc,
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T L eotem e cany o understand gy
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T e T ATC pLaed withun the categu and
' Py
2 evplam wb

;d,n_fu-ﬁ does et explam why the emplover
Method: In thes metheal un e
" “‘:.,df‘ pertwon usially from (he HR

ot

T i the XWCWIT S (T departmens

N Pdzement on

the LAry o
d admina Pan of the supervison

1 Bt thye Hmtateon of thas methend
AT el tanihes] withun the Lategury
;rl.i-l ed mn 4 Parie ular categon
Plrvee n e
depan
RTTRTEN ||
- M“r‘tl'-'ff-' L he base sdea ootha virh 3

| 2 he 1 et undet the P et

watsed by b et MU WO

ment 1has v an appramal by somoone
% .
“rmeune from the corporate offue or the

PETson may take a more ey tive view in the
43 the superes of the emplonee may be The rater
npbinee and b supersr for maling a qualitative

I reviewms are usctul and are done when l"l"{"‘-lrlh‘f
Wm »n necded from *-"“Pl"'"‘—"-"- i didterent unus or baatsins Two dradvantages of

 gamabod are

| il An outsader s usually not famaliar wahy comditums m anemphaee’s work environment.

¥

'E'l_,‘-,:u.n the miemaes with 1he o1

".“;.-rh! ok the rmirifnrr bl

=) Mlllhﬂk teviewer does ot have thie s P rtunny 1o obsere the ﬂ“i"' wer bhebuavwour
o pﬂi!ﬂl‘luuut onver a prernd of ume and in a vaneny of utuatons

F#_.h datedd atenve, one of the potential drawbacks of a ratwnented performance apprasal v
gt trasts tend to be vague and subjecine We discussed carbier that one way W improve a rating
ke o 10 have des nptions ol hehaviour along a saale, or continuum These descriptu ""l'l"""':"“
the TalrT 102 readily wlentfy the et where a lll-llll-i.llu'l.li rn'l-p'h wee Talls om the scale. Vs ‘:“

toped 1o speatically deseritae whie b actions should be or should not be
Bty b b I.‘ cthods ate also called behavioural methods. They are lrequently
s "‘; :lhr o ::::;:'::'I::Il“rﬁ with deselopmental feerdtack. Some of these methods are
et usciul lor proy

dac et a8 follows:

L Assesumeent Cowtres

I the 19305, the con
in the German army 4™ : | was

: of thiy method ¥
buic purpase of 110 L0 s
e Riring hut the ¢

. smenit centres was initally apphied to malitary sttuations
et "! 4“1‘:‘ selection Board of the Brsh Army m 19660, The
he “I.".:ljr:;u'mr the candidates in the sl stuatnon, using the
of assessors, Farhier, assessment centres urn'.'lu-ing usedd lin
ays thest centres are used lor the purpose of evaluating supervisory

- 3 central aation where the managers may come together
ervises, who are then evaluated by the tramed observers, A
t L]
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Objectives

{ the employees
(1) i abetennmpine the 1raiming il dle il DS 0

i l-lr]:

)
TR LR L prlanting

foan hiviin
i Bow perviviale thie anilostiviatiesa
() B e lmlhr.hllrrr"iiFHHHIIHllllhl"hmﬂum”i

C g [
(i) Benpnaninre the pustepnial od the s mmplery
| Jreasatieans

fiv) Do selonn the epnpplesyaes for entny bese

i 'IJ'II"‘H ."Il! .'T"-l'l"lllllrll’ I‘]rr{l‘ l." fl"'

(1) Assessinenit eentres helpoan detegmmng 1

comiployees
(1) hey prosace dbata for Dianiar resanie planmng
ates lor the entry level positions

(oas) 10w Do vpsasd Bosp thie e lea tiam ol ¢« anelul
| asprpreantunnnity Loy aresse thiett mern

Giv) T this anethond, all the candulates get eogina
(v) Rater's personal s i eeduced as the employees are evalwated by ateam of iy,

evaluwatoes under sumilar comeditims
(v1) The assessinent i lasedd on the direct elservation of relatinely Ling sumpile of 1)y,

assessees’ beluavionrs whin b provades more aceoate andormation abot them

Disadvantages

(1) Assessient centie i ime-consiming and expensive methul
() The ranngs of thas method are sapd 1o bee strongly illuenced Ly thie frarticapant s
interpersonal shalls
(i) Raters tenid 1o evaluate the quality of the imdividual’'s socnl shills vather than 1he
quality of decons themselves
(%) The candidates who receive a negative report Trom the assessment centre mas el
demoralived

2. Heman Resourcs Accounting

Frenn all the vesources used in the business onganisation, the most valuable resource i the
human resurce because the efliciency of all the resources depend upon it. Like other asets
these can b he measured i 1erms of money. In human resonnee accounting, the money salie
wattached 1o the value of firm's mternal human resources and iy external ”;““mrr goudl
I human resonnnere accounting, the performance of the emplovees is judged in rerms of (8
mcurted and compbuitions made by the employees,

Cont s Measureslin Terms of
(1) expenditure on human resource planning,
(1) expenditure on recruitment and sclection,
(1) expenditure on compensation,
(iv) expenditure on training and development,
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produced x Rate per ani

Wages = sumber of units
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fypes of Piocs Rate System
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I Straight Piece Rate System:
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method 18 picce rate with guaranteee

L. Taylor Differential Piece Rate System:

correlation hetween the increase in the elficiency al the
es In comparison tol
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he ineflinent one.
e for the worker

he worker who

yment under which payment
rate. Another type of thas

advantage ol preoe rate.
rate system makes the

thiree piece Fales are applied to

workers with different levels of performance. I hese are:
rmance level Piece Rate
Less than B3% of standard ountpu! Ordinary Piece rate
mh 100% of standard output 1 10 of ordinar piece rate
More than 100% of standard output 120 of ordiman piece rate
fixed for dong p.uli{ul.u

ard nme 1S
| with the st
he is Eiven we

r this the stand |
andard nme.
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I. Incrcased Production:
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i B Alorns o the prant ool very worther 1es
yinher of s jr

i addvanee (i

2. Simple; Wages are hased on the e

aned wonrkers can calouline then wages
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expenditures

3. Betier Employer Employee Relations:

inprove as rate ol wages i tlevide

Proper Use of Tools and Equipments:
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9. Minimisation of Loss due to Breakage: [he workers handle the machimes e ol
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I'hey know that the breakage will reduce their output which results i reduced waze

Same important disadvantages of the system are given below:
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galtabllity of Plece Rate System

Prece tate systemm of payment of wiges is ol

milentmen

redd siitabile whiere

(1) the quantity o work done can be precisely measired am

b standardiend
il the work s ol tepetitive natue;

fiit) 1t 1s possible to fix a Lur and acveptable prece vate;
i) the productvary s closely velaredd o skl and effirmn,
(v) the quualiny of goods can be comtralled,

(V) e cards are mantaned G cosunng regulary and punectiabiey ol worbers gl
umnterrupted How of prodvcion, and

(vl matenials, tools and madunes are pettily available s cope with the prrssibil
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Difference between Time Rate System and Picce Rate System

Time Rate System

Piece Rate System

Masas o Pavinem

Lime spent on ol

Number of unts prosdoced

buaranteed Paymem

Coanarantee of nummum

NO guarantee of prayment

- paviment

Muinistrative cost of Svystem | Low

-E-‘“-E'L‘"' Work High

—_ UpPervinion Hhigh

bous {mpﬂ' Unit Higher and changes with Constant
i

clficiency
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