UNIT 5

CHAPTER 1 — STAFFING

Staffing involves filling the positions needed in the organization structure by appointing
competent and qualified persons for the job.

Authority

Authority implies the right to command and the power to act. Authority is the right to give orders
to subordinates, right to make decisions, and right to control subordinates.

Types of authority

1. Line authority — It is given to line managers to achieve the objectives of the organization

2. Staff authority — It is given to staff managers to give advice and service to the line

Managers

3. Functional authority — it is the right delegated to an individual or a department to control
specified processes, policies or other matters relating to the activities undertaken by persons in
the other departments. Eg. Production manager is given line authority in production department.
However functional authority may be given for a particular department or full organization. So
functional authority is not restricted to a particular department

Responsibility

It is the work assigned to a position. Responsibility is the assignment of duties by the executive
to the subordinates, which the subordinate is expected to perform. This now becomes the
responsibility of the subordinate to complete the task given to him by the executive.

Empowerment

Empowerment means that employees,, managers, or teams at all levels in the organization are
given the power to make decisions without asking their superiors for permission. Empowerment
of subordinates means that superiors have to share their authority and power with the
subordinates. This participation raises self esteem. It enhances the sense of belonging and worth
and increases their productivity.

Delegation

A manager alone cannot perform all the tasks assigned to him. In order to meet the targets, the
manager should delegate authority. Delegation of Authority means division of authority and
powers downwards to the subordinate. Delegation is about entrusting someone else to do parts of
your job. Delegation of authority can be defined as subdivision and suballocation of powers to
the subordinates in order to achieve effective results.



Centralisation

It is the process of transferring and assigning decision-making authority to higher levels of an
organizational hierarchy. The span of control of top managers is relatively broad, and there are
relatively many tiers in the organization.

Characteristics

* Philosophy / emphasis on: top-down control, leadership, vision, strategy.

» Decision-making: strong, authoritarian, visionary, charismatic.

» Organizational change: shaped by top, vision of leader.

» Execution: decisive, fast, coordinated. Able to respond quickly to major issues and changes.
« Uniformity. Low risk of dissent or conflicts between parts of the organization.

Advantages of Centralization

» Standardisation of procedures
* Coordination of activities

* Greater efficiency

* Reduced cost

Disadvantages of Centralization

* Destroys individual initiative.
* Slows down operation
* Overburden for few

Decentralisation

It is the process of transferring and assigning decision-making authority to lower levels of an
Organizational hierarchy. The span of control of top managers is relatively small, and there are
relatively few tears in the organization, because there is more autonomy in the lower ranks.

Characteristics

* Philosophy / emphasis on: bottom-up, political, cultural and learning dynamics.

* Decision-making: democratic, participative, detailed.

* Organizational change: emerging from interactions, organizational dynamics.
 Execution: evolutionary, emergent. Flexible to adapt to minor issues and changes.
» Participation, accountability. Low risk of not-invented-here behavior

Advantages of Decentralization

* Raise morale and promote interpersonal relationships
* Relieve from the daily administration

* Bring decision-making close to action



* Develop Second-line managers
* Promote employee’s enthusiasm and coordination

Recentralisation of authority

At times an enterprise cab be said to recentralize authority — to centralize authority that was once
decentralized. Recentralisation is not normally a complete reversal of decentralization, as the
authority is not wholly withdrawn by the managers who made it. The process is a centralization
of authority over a certain type of activity or function, wherever in the organization it is found.

Organisation culture

The attitude, traits and behaviour patters which govern the way an individual interacts with
others is termed as culture. In the same way organizations have certain values, policies, rules and
guidelines which help them create an image of their own. Organisational culture is the general
pattern of behaviour, shared beliefs, and values that members have in common.

Types of organizational culture

1. Strong organization culture — It refers to a situation where the employees adjust well,
respect the organizations policies and adhere to the guidelines. In such a culture people enjoy
working and take every assignment as a new learning and try to gain as much as they can.

2. Weak organizational culture — In such a culture individuals accept their responsibilities

out of fear of superiors and harsh policies. The employees in such a situation do things out of
compulsion.

STAFFING PROCESS
e

The staffing process encompasses man power planning, recruitment, selection, and training.
a) Manpower requirements:

Manpower Planning which is also called as Human Resource Planning consists of putting right
number of people, right kind of people at the right place, right time, doing the right things for
which they are suited for the achievement of goals of the organization. The primary function of
man power planning is to analyze and evaluate the human resources available in the
organization, and to determine how to obtain the kinds of personnel needed to staff positions
ranging from assembly line workers to chief executives.

b) Recruitment:



Recruitment is the process of finding and attempting to attract job candidates who are capable

of effectively filling job vacancies..Job descriptions and job specifications are important in the
recruiting process because they specify the nature of the job and the qualifications required of
job candidates.

c) Selection:

Selecting a suitable candidate can be the biggest challenge for any organization. The success
of an organization largely depends on its staff. Selection of the right candidate builds the
foundation of any organization's success and helps in reducing turnovers.

d) Training and Development:

Training and Development is a planned effort to facilitate employee learning of job related
behaviors in order to improve employee performance. Experts sometimes distinguish between
the terms “training” and “development”; “training” denotes efforts to increase employee skills on
present jobs, while “development” refers to efforts oriented toward improvements relevant to

future jobs.
MANAGER INVENTORY CHART

Manager Inventory Chart, also known as replacement chart, is used in Replacement Planning of
human resource management in an organization.

It is common for business to keep an inventory (stock ) of raw materials and goods on hand to
enable it to carry on its operation. In the same sense enterprises keep an inventory of available
human resources, particularly managers, as competent managers are vital requirement for
success. Manager inventory chart is simply an organizational chart of a unit having managerial
positions being indicated and keyed with a system of promo ability to each personnel.

Advantages of Manager Inventory chart

1. Clear Idea about staffing situation

2. Clear indication on future supply of managers

3. Reduces migrations or resignations

4. Identifies not performing employees and to be trained or replaced

5. Managers can be transferred from one department to another and help the weak departments

Disadvantages of Manager Inventory Chart

1. Data doesn’t show to which position one may be promotable

2. Data insufficient for fair assessment of all capabilities of a person

3. Takes time and effort to keep the chart up-to-date

4. Top level managers may be reluctant to make their charts available to others
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Job Analysis

Job analysis is an intensive and direct technique for identifying the essential information
regarding the job. It is the process of determining the tasks involved in the job and the personnel
qualities of the individuals required to perform the job. Job analysis provides information both
for the job and job holder. Job analysis is —the process of determining, by observation and
study, and reporting pertinent information relating to the nature of a specific job. It is the
determination of the tasks which comprise the job and of the skills, knowledge, abilities and
responsibilities required of the worker for a successful performance and which differentiate one
job from all others.



Job Analysis
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Job Description Job Specification
e JobTitle e Qualifications
e JobLocation * Experience
e JobSummary e Training
* Reportingto o Skills
e Working Conditions * Responsibilities
e JobDuties e Emotional
* Machines to be Used Characteristics
* Hazards e SensoryDemands

Job Description

The results of the job analysis are written in a statement known as job description. In other words
job description is a descriptive statement of the organizational relationship, responsibilities and
duties on a given job. It tells us what is to be done and how it is to be done and why.

Job Specification

The job description helps in preparing the specification for each job. So it is a product of job
analysis. It is a statement of maximum acceptable human qualities necessary to perform the job
satisfactorily. It is written record of the physical, mental, social, psychological and behavioral
characteristics which a person should possess in order to perform the job effectively.

Job Design

Job design follows job analysis. It is a process of organizing tasks, duties and responsibilities
into a unit of work to achieve organizational objectives. Job design defines the various tasks
required to do a specific job and the method of performing the tasks. While job analysis is the
process that identifies tasks, duties, responsibilities, required qualifications, skills and knowledge
etc for an individual for a job, job design is the allocation of tasks to an employee or group of
employees in an organization.

Steps involved in job design

1. Specifying individual tasks — This means that the different tasks to be included in a job
are specified and are categorized
2. Specifying methods - In this step, the specific methods to conduct the various tasks are
identified. Specification of methods provides the basic guidelines to perform the job



3. Combining tasks into jobs — After specifying the individual tasks to be included in a job, they
are combined into a group and assigned to individual employee or group.

Importance of Job design

1. It helps the firm in achieving cost reduction by eliminating causes of accidents and injuries
through enhanced safety and health measures

2. It enhances employee satisfaction, motivation, involvement and commitment levels, leading to
improved cooperation between the management and employees

3. It contributes effectively to organizational effectiveness

Job evaluation

Job Evaluation is a system wherein a particular job of an enterprise is compared with its other
jobs. In the present industrial era, there are different types of jobs which are performed in every
business and industrial enterprise. Comparative study of these jobs is very essential because on
the basis of such study the structure of wages for different types of jobs is prepared. The
comparison of jobs may be made on the basis of different factors such as duties, responsibilities,
working conditions, efforts, etc. In nut shell, it may be said that job evaluation is a process in
which a particular job of a business and industrial enterprise is compared with other jobs of the
enterprise.

Objectives of Job Evaluation

The following are the objectives of job evaluation:
« To secure and maintain complete, accurate and impersonal descriptions of each distinct job or

occupation in the entire plant

« To provide a standard procedure for determining the relative worth of each job in a plant;

« To determine the rate of pay for each job which is fair and equitable with relation to other jobs
in the plant, community or industry;

« To ensure that like wages are paid to all qualified employees for like work;

« To promote a fair and accurate consideration of all employees for advancement and transfer;

« To provide a factual basis for the consideration of wage rates for similar jobs in a community
and industry; and

« To provide information for work organization, employees’ selection, placement, training and

numerous other similar problems.

Job Evaluation vs. Job Analysis

Job analysis is a systematic way of gathering information about a job. Job Evaluation begins with
job analysis and ends at the determination of the worth of the job.



Methods of Job Evaluation

Ranking Method: Jobs are arranged from the highest to the lowest, in order of their values or
merit in the organization. Job at the top has the highest value and job at the lowest has the lowest
value. Jobs are arranged in each department and then department rankings are combined to
develop an organizational ranking

Job Grading or Job Classification Method:

This method works by assigning each job a grade, level or class that corresponds to a pay grade
for instance Grade I, Grade Il, Grade Il and so forth. These grades or classifications are created
by identifying gradations of some common denominations, such as job responsibility, skill,
knowledge, education required, and so on. Then, for each job grade so created standard job
descriptions are determined. Thereafter, such standard description is matched with job
descriptions in the organization

Factor-comparison Method :

This method is a combination of ranking and point systems. All jobs are compared to each other
for the purpose of determining their relative importance by selecting four or five major job
elements or factors which are more or less common to all jobs. These elements are not
predetermined. These are chosen on the basis of job analysis.

The few factors which are customarily used are: (i) mental requirements (ii) skill (iii)

Physical requirements (iv) responsibilities (v) working conditions, etc.

Personal characteristics needed by Managers

1. Desire to manage — The successful manager has a strong desire to manage, to influence others,
to get results through team effort of subordinates.

2. Communication skill and empathy

3. Integrity and honesty

4. Past performance as a manager

Recruitment of employees

Recruitment means search of the prospective employee to suit the job requirements as
represented by job specification—a technique of job analysis. It is the first stage in selection
which makes the vacancies known to a large number of people and the opportunities that the
organization offers. In response to this knowledge, potential applicants would write to the
organization. The process of attracting people to apply in called recruitment.

Sources of recruitment

The various sources of recruitment are generally classified as internal source and external source.



e Internal Sources: This refers to the recruitment from within the company. The various
internal sources are promotion, transfer, past employees and internal advertisements.

« External Sources: External sources refer to the practice of getting suitable persons from
outside. External sources include recruitment agencies, newspaper and media advertisement,
campus recruitment etc

Recruitment process

a) ldentification of vacancy:

The recruitment process begins with the human resource department receiving requisitions for
recruitment from any department of the company. These contain:

* Posts to be filled

* Number of persons

* Duties to be performed

* Qualifications required

b) Preparation of job description and job specification:

A job description is a list of the general tasks, or functions, and responsibilities of a position. It
may often include to whom the position reports, specifications such as the qualifications or skills
needed by the person in the job, or a salary range. A job specification describes the knowledge,
skills, education, experience, and abilities you believe are essential to performing a particular
job.

c) Selection of sources:

Every organization has the option of choosing the candidates for its recruitment processes from
two kinds of sources: internal and external sources. The sources within the organization itself
(like transfer of employees from one department to other, promotions) to fill a position are
known as the internal sources of recruitment. Recruitment candidates from all the other sources
(like outsourcing agencies etc.) are known as the external sources of the recruitment.

d) Advertising the vacancy:

After choosing the appropriate sources, the vacancy is communicated to the candidates by means
of a suitable media such as television, radio, newspaper, internet, direct mail etc.

e) Managing the response:

After receiving an adequate number of responses from job seekers, the sieving process of the
resumes begins. This is a very essential step of the recruitment selection process, because
selecting the correct resumes that match the job profile, is very important. Naturally, it has to be
done rather competently by a person who understands all the responsibilities associated with the
designation in its entirety. Candidates with the given skill set are then chosen and further called
for interview. Also, the applications of candidates that do not match the present nature of the



position but may be considered for future requirements are filed separately and preserved. The
recruitment process is immediately followed by the selection process.

Selection

The selection process begins with the job specification. The more dearly and precisely it is done
the less would be the number of qualified applicants. Suppose the purpose is to select
management trainees. If the qualification prescribed is MBA, the number of applicants may be in
hundred. If the qualification is graduation in any discipline, the number of applicants may be in
thousand.

Selection Process

a) Initial Screening

This is generally the starting point of any employee selection process. Initial Screening
eliminates unqualified applicants and helps save time. Applications received from various
sources are scrutinized and irrelevant ones are discarded.

b) Preliminary Interview

It is used to eliminate those candidates who do not meet the minimum eligibility criteria laid
down by the organization. The skills, academic and family background, competencies and
interests of the candidate are examined during preliminary interview. Preliminary interviews are
less formalized and planned than the final interviews. The candidates are given a brief up about
the company and the job profile; and it is also examined how much the candidate knows about
the company. Preliminary interviews are also called screening interviews.

c) Filling Application Form

A candidate who passes the preliminary interview and is found to be eligible for the job is asked
to fill in a formal application form. Such a form is designed in a way that it records the personal
as well professional details of the candidates such as age, qualifications, reason for leaving
previous job, experience, etc.

d) Personal Interview
Most employers believe that the personal interview is very important. It helps them in obtaining
more information about the prospective employee. It also helps them in interacting with the
candidate and judging his communication abilities, his ease of handling pressure etc.In some
Companies, the selection process comprises only of the Interview.

e) References check

Most application forms include a section that requires prospective candidates to put down names
of a few references. References can be classified into - former employer, former customers,



business references, reputable persons. Such references are contacted to get a feedback on the
person in question including his behavior, skills, conduct etc.

f) Background Verification

A background check is a review of a person's commercial, criminal and (occasionally) financial
records. Employers often perform background checks on employers or candidates for
employment to confirm information given in a job application, verify a person's identity,

Final Interview

Final interview is a process in which a potential employee is evaluated by an employer for
prospective employment in their organization. During this process, the employer hopes to
determine whether or not the applicant is suitable for the job. Different types of tests are
conducted to evaluate the capabilities of an applicant, his behavior, special qualities etc. Separate
tests are conducted for various types of jobs.

h) Physical Examination
If all goes well, then at this stage, a physical examination is conducted to make sure that the candidate has
sound health and does not suffer from any serious ailment.

i) Job Offer

A candidate who clears all the steps is finally considered right for a particular job and is presented with
the job offer. An applicant can be dropped at any given stage if considered unfit for the job.

SYSTEMS APPROACH TO SELECTION
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Above figure shows that the staffing is the management function relates to the total management
system. The enterprise plans (planning) become the basic for organization plans (organizing) that
are necessary to achieve enterprise objectives. The staff selected, will perform its functions under
the supervision of first two aforesaid plans.

Techniques and instruments used for selection



1. Tests: Atest is a sample of an aspect of an individual‘s behavior, performance or attitude.

It also provides a systematic basis for comparing the behavior, performance or attitude of two or
more persons. Tests serve as a screening device and provide supplementary inputs in selection
decisions. Their value lies in the fact that they serve additional predictors intended to make
selection decision more apt and accurate.

Intelligence Tests: These are tests to measure one‘s intellect or qualities of understanding.
They are also referred to as tests of mental ability. The traits of intelligence measured include:
reasoning, verbal and non-verbal fluency, comprehension, numerical, memory and spatial
relations ability.

Aptitude Tests: Aptitude refers to one‘s natural propensity or talent or ability to acquire a
particular skill. While intelligence is a general trait, aptitude refers to a more specific capacity or
potential. It could relate to mechanical dexterity, clerical, linguistic, musical academic etc

Achievement Tests: These are proficiency tests to measure one‘s skill or acquired
knowledge. The paper and pencil tests may seek to test a person‘s knowledge about a particular
subject.

PIP Tests: PIP tests are those which seek to measure one‘s personality, interest and
preferences. These tests are designed to understand the relationship between any one of these and
certain types of jobs.

Projective Tests: These tests expect the candidates to interpret problems orsituations.
Responses to stimuli will be based on the individual‘s values, beliefs and motives.
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STAFFING AND RELATED HRD

FUNCTIONS

Staffing and Related. HRD : Functions: Definition -Empowerment -
Staff - Delegation - Decent_ralization and Recentralisation of authority -
Effective Organizing and cultrure-Responsive organizations - Global and
‘entrepreneurial organizing - Manager inventory chart-Matching person with

. i i
the job-System approach to selection - Jop design-Skills - Personal :
characteristics needed in managers - Selection process - Techniques and
instruments. '

5.1 STAFFING - DEFINITION |

The managerial function of staffing is defined as filling, and keeping
filled the positions in the organisation structure. This is done by

% Identifying the work-force requirements, !
< Inventorying the people available, and i
* Recruiting,

AR SR e

% Selecting,

< Placing,

«* Promoting,

)

*» Appraising,

<+ Planning the careers of,

< compensating, and training or otherwise

< 'de,v;:loping both'cand.idatcs'_ and current job holders so that they
can accomplish their tasks effectively and efficiently.

% In a new enterprise, the staffing function follows the planning and
organi'sing function.

< In the case of established enterprise, staffing is continuous process.
So, the manager should perform this function at all times.

< The staffing function includes recruitment, selection, training,
development, transfer, promotion and compensation of personnel.
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It is obvious that the management must ensure a constant availability
of sufficient number of efficient executives in an enterprise for the efficient
functioning of the enterprise. The selected personnel should be physically,
mentally and temperamentally fit for the job.

) According to Koontz and O’Donnell, “The managerial function of staffing
involves managing the organisation structure through proper and effective selection,
appraisal and development of personnel to fill the roles designed into the structure.”

5.1.1 The systems approach to staffing (Human Resources
Management):

Figure 5.1 and 5.2 show how the managerial function of staffing
relates to the total management system. The present ¢nd projected organisation
structure determines the number and kinds of managers required. These
demands for managers are compared with available talent through the
management inventory. On the basis of this analysis, external and internal
sources are utilized in the processes of recruitment, selection, placement,
promotion, and separation. Other essential aspects of staffing are appraisal,
career strategy, and training and development of managers.

Staffing, as seen in the model, affects leading and controlling. For
instance, well-trained managers create an environment in which people,
working together in groups, can achicve enterprise objectives and at the same
time accomplish personal goals. In other words, proper staffing facilitates
leading. Similarly, sclecting quality managers affects controlling, by
preventing many undesirable deviations from becoming major problems.

Another term now frequently used for the managerial function of
staffing is “human resource management”.

5.1.2 Elements of staffing:
While performing the staffing function, thc manager has to see that
men should be fit for jobs and jobs should not be altered for men. The major

elements of staffing are given below.
1. Effective recruitment and selection.
Proper classification of personnel and pay fixed for them.

2
3.  Proper placement.
4 Adcgquate and appropriate training for development.
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a 5. Satisfactory and fair transfer and promotion.
' - Sound relationship between management and workers.

7. Adequate provision for retirement.
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5.1.3  Processes of staffing:

The selection and placement of personnel involves the following
processes. They are briefly discussed b_clow:

eei P, 1. Planning:

Training and
development

The term planning of staff members includes estimation of the number
of staff members required to the company in varioqs grades. It is based upor:
the size of the company and the policy followed by the company.

2. Recruitment and selection:

I fav i e

It deals with the selection of'qualified applicants to fill the jobs in the
organisation. A standard procedure may be followed while selecting the staff
members. The procedure may be valid for different types of personnel.

Selection
Placement

3. Training of developments:

S=ris tteg:

It is concerned with providing training to new staff members as well
as the existing staff members. The working efficiency of the staff members
may be developed through the training programmes..

4

External environment

Reward system

Personnel policies

4. Performance operation:

Internal environment
Fig. 5.2 System Approach to Staffing

It deals with assessment of the work performed by the staff members

in an organisation. A standard may be fixed in order to evaluate the efficiency
of the staff members, '

5.2 EMPOWERMENT

Nira e

| Empowerment means that employees, managers, or teams at all levels in
: the organisation have the power 1o make decisions without asking their superiors
: . .
L Jor permission Both, delegation and empowerment are a matter of degree.
it
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§.2.1 Authority and power:

“Enterprise.
Dplans
o

.

‘ .Bcforc concentrating on the authority in organisation, 1t will be useful
Y : y i d to distinguish between authority and power. Power is the ability of individuals

i ) or groups to induce or influence the beliefs or actions of other persons or
Broups.
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Authority in organisation is the right in a position to exercise
discretion in making decisions affecting others. It is, of course, one type of
power, but power in an organisation seiting.

Power normally arises from position and derives from our cultural
system of rights, obligations, and duties whereb’y a “position” is accepted by
people as being “legitimate”. In a privately owned business, authority of
position arises primarily from the social institution (a “bundle of rights™) of
private property. In government this authority arises basically “from the
institution of representative government.

Power may also come from the expertness of a person or a group.
This is the power of knowledge. Doctors, lawyers, and university professors

may have considerable influence on others because they are respected for
their special knowledge.

Authority is the power to make decisions which guide the action of
others. Delegation of authority contributes to the creation of an organisation.
No single person is in a position to discharge all the duties in an organisation.
In order to finish the work in time, there is a need to delegate authority and
follow the principles of division of labour. Delegation permits a person to

extend his influence beyond the limits .of his own personal time, energy and
knowledge. :

Henri Fayol defines that “Authority is the right to give orders and the
power to extract obedience”.

‘Kootnz and O’Donnell states that “Authority is the power to
command others to act or not to act in a manner deemed by the
possessor of the authority for the sake of enterprises or departmental
purposes’’.

€ach and every decision is to

Staffing and Related HRp F ;
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53 DECENTRALIZATION OF AUTHORITY
Decentralization is the tendency to disperse dt:cision-;-.n.ki“8 s

in an organized structure. It-is a fundamental aspect of delegation; fity
could be absolute centralization of authority in one person, by that ‘im e
no subordinate managers and therefore no structured organisation, SPlnes

decentralization exists in all organisations. On the other hand, there éaome

be absolute decentralization if managers delegated all their authoriyy :‘I:K!l

status as managers would cease, their position would be Climinalm_ am; u’:r

would, again, be no organisation. e

Complete centralization Complete decentralization
(no organization structure) (no organization slructure)

v ¥
Authority delegated

Authority not delegated

Fig 5.3 Centralization and Decentralization

Centralisation and decentralisation are o
the location of decision-

implies the concentratio
while decentalisation m

« Pposite terms. They refer to
making authority in an organisation. Centralisation
n of authority at the top level of the organisation
eans dispersal of authority throughout the organisation
.Centralisation and decentralisation are relative terms be .
Organisation structure contains both the .

ause every
centralisation or decentralisation

features. There cannot be complete
N practice. Absolute centralisation means

be tak ich i
practical. Similarly, absolute d ) R oo Ement SCHIg

ctic ecentralisation
activities of subordinates whi

implies no control over the
decentralisation requires a pr.

ch cannot be possible. Therefore, effective

oper balance between dispersal of authority

among low,
g er levels and adequate control over them
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nal decisions.

n of subordinates: Decentralisation helps to improve “the job
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ntages of Decentralisation:
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bencfits of decentralisation are as follows:
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for indcpcndcncc'
group cohesivencss among the subordinates

Quick decisions: Under decentralisation, authority to make decisions is
placed in the hands of those who are responsible for executing the
decisions- As a result, more accurate and faster decisions can be taken
as the subordinates are well aware of the realities of the situation. This
avoids red tapism and delays.

Growth and diversification: Decentralisation facilitates the growth and
diversification of the enterprise. Each product division is given sufficient
autonomy for innovations and creativity. The top management can
nd leadership over a giant enterprise. A sense of-compcﬁlion can
t divisions or departments.

uthority is decentralised subordinates get
ent. They learn how to decide
the ‘problem of succession is
ganisation are ensured.

exte
be created among differen
Executive development: When 2
the opportunity of cxercising their own judgmi
and develop managerial skills. As a result,
e continuity and growth of the or
level executives.

decentralisation,

overcome and th

There is better utilisation of lower-
the span of

Effective communication: Under

organisation is wider and there are fewer levels of organisation.

Therefore communication system becomes more effective. Intimate
subordinates can be developed.

relationships between superiors and
Managers at lower levels have

in work assignment, 10 change
ke disciplinary

Efficient supervision and control:
rity to make changes

adequate autho!
mend pr

production schedules, 10 recom omotions and to 12

5.3.2

5.4

more cffective supervision ¢an be exercised.
d self-control.

Therefore,
t By Objectives an

permits Managemen!

actions.
Decentralisation
Disadvantages of DecemralLsation:

the following fimiations:

istrative expenses.
cient in terms of

Decentralisation suffers from
eases the admin
be self-suffi
herc may be duplication
Therefore, 2

Expensive: Decentralisation incr
Each division or department has to
physical facilities and trained personnel. T
of functions and underutilisation of [racilities.
decentralised set-up is better suited to large enterprises.

Difficulty in co-ordination: Under decentralisation, cach department or
division enjoys substantial autonomy. Therefore, co-ordination. among

the departments becomes more difficult.

Lack of Uniformity: Decentralisation may lead
uniform’ procedures are not followed by various departments. Each
department may formulate its own policics and procedures.

Dcccnlralisa!ic;n requires thal product
to permit creation of autonomous units.
ow product lines.

to inconsistencies when

Narrow product lines: lines

should be broad enough
Therefore, it is not suitable for small firms having narr
Similarly, decentralisation may not be possible when there is lack of
competent managers at lower levels in the organisation.

External constraints: Decentralisation may not be possible duec to
external factors like market trade union movement,

government intervention, etc.

uncertainties,

DELEGATION OF AUTHORITY’
Delegation is necessary for an organisation to exist. Just one person

in i
an enle‘r‘pnse cannot do all the tasks necessary for accomplishing a group
urpo i imi
Surzrj-e' t c:je is a l:mu_ fo the number of persons managers can cffectively
pervise and make decisions for. Once this limit has been passed, authority

must

be delegated to subordinates, who will make decisions within the area

of their assigned duties.

It is im i
rdadts i mpos:.ble for an?l person to execute all the work in an
, to achieve the objectives of the organisation. Similarly, in a
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growing concern also, a single person'could not be vested with the entire
decision-making authority. So, the superior assigns duties or responsibilities
to his subordinates and also delegates necessary authority to them,

Delegation is a process which enables a person to assign a work to
others and delegate them with adequate authority to do it.

5.4.1 Process of Delegation:

The process of delegation involves

1. Determining the results expected from a position,

2. Assigning tasks to the position,

3. Delegating authority for accomplishing these tasks, and
4. Holding the person

in that position responsible for the
accomplishment of the tasks. ’

In practice, it is impossible to split this process, since expecting a
person to accomplish goals without giving him-the authority to achieve them
is unfair.

5.4.2 Importance of delegation: .

Delegation is considered to be one of the most important methods of
training subordinates and building morales. The delegation of authority helps
the manager to concentrate on the important work of planning, organising
and controlling.

Delegation is a universal process, wherever human beings work in
groups, one or the other form of delegation is practised by them.

In our democratic India, the people delegate their authority to the
members of the legislatures. The members of legislatures delegate their
authority to any of the elected leaders who in turn delegates some of his
authority to the cabinet ministers chosen by him.

An individual can accomplish several simple and complex works.

Delegation enables a person not only to discharge his responsibility but also
to discharge it effectively and economically. To a business unit which has
different branches situated at different places, there is no alternative except

delegation. It is acknowledged that delegation of authority is one of the surest

and the best methods of getting better results. A very good superior can use ..

Staffing and Related HR &
(8] Functiong

L]

aj]

the delegation of authority as a tool for motivating anq

cumbersome information systems. °“minatinl
5.4.3 Elements of delegation:
The following are the three elements of delegation:
1. Assignment of Duties or Responsibilities:
This work is being done only at the time, when a Superior 1,
as py

time to accomplish all the work. The superior automatically assigns th,
of responsibility to his immediate subordinate. © work

2. Delegation of Authority:

If the work is assigned to any. subordinate, there will

authority to accomplish it. 0o 8 ek for

After the delegation of authority, the subordinate ca

: : ) n get Wi
accomplish the tasks in a spetified time and in order. e

3. Accountability:

Accountability means that the subordinate

. X X is an - ;
Immediate senior. If there swerable 1o bis

is any mistake or fault commi

" : . mmitted b

ub]bordum.te, the subordinate should accept responsibility for-it. In somcy -
© superior (one who delegates authority) is answerabl o

b ) ¢ to the ma
ut not the subordinate (to whom authority is delegat, . nagement

ed)
5.4.4  Splintered Authority:

Splintered authorit i
h Y exists wherever i
made with : X a problem is solved b: isi
Supcrim::ndgnoo( Iu;g tlhc authority of two or more managers. For ci:mdf'-‘:“::“
! of plant A may see . : ple, the
2 minor modification in hi Y an opportunity to reduce costs through

Managers), all the R ange (and if it affects ther
Individually, thcii’ “:l:?:ml:ldo 1S pool their authority and make the :]:ci(s)ion.
Operations of any ¢ Y IS said to be “splintered”. In day-to-day

RTTIRCIE
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SPUNTERED AUTHORITY AT THE
The solution of a probley
Jquarters was in Delhi. The probl,
hea',qin Delhi required the consolidateq Quthoriry
on ,o perating department, and the pu

Ib’fﬂl referred up ’{" line by I“‘Ch of ‘the manag
office. where -'"-_ﬁ?c"'" authoriry for making the decision wqg concentrated,
But if such decisions were always handleq by upward reference, the Prime
inister office would b¢. Swamped. In.lhis case, the managers of the threq
departments in the Delhi ?ﬁ.'ice met briefly, pooled their delegated authoriry,
ind quickly made the decision.

RAILROAp,

. r, bur q decision]
¢ he traffic departmen;
bl{c relations departmen,, It could hav;
€rs to the Prime Ministen

o,

5.4.5 Recovery of Delegated Authority:

A manager who delegates authority does not permanently dispose of
it delegated authority can always be. regained. Reorganisation inevilab]y
involves some recovery and redelegation of authority. In a shuffle in an
;:ganisalion, rights are recovered by the responsil?le head of the department
and then redelegated to managers of new or modified departments;

54.6 The art of delegation:

Most failures in effective delegation occur not because manatiers do
inci egati are
derstand the nature and principles of delegation but becfal:]sc (T.y r
e i ollows.
noable or unwilling to apply them. Much of the reason is as
un

Personal Attitudes toward Delegation: i ome discretion, and a
Receptiveness: Decision making always mvollvesh: T superior would
: .mak X
. . kely to be exactly t only
inate’s decision is not li t be able no
subordmzlc frh manager who knows how to delegate musrld e liment
. € s a

ot rlna : the ideas of others but also to help other .
to welcome

Urmiga theie {ngentiu. ho will effectively delegéte authority
ger w

. a -
Willingness to Let Go: A man ght to make decision

must be willing to release the r1s
i ice-presi
Corporate presidents and vice ?rtmc
i in
purchase or approving the appo

dents who insist ©
nt of every laborer

s to subordinates. ..
n confirming every.
do not realize that.

BRIACAE
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i : i nt
doing 5o takes their time and attention away from far more importa
decisions,

Managers should realize that there is a

“law of comparative managerial
advantage

» like the law  of comparative cconomic advantage. The |ilW of
Comparative economic advantage states that a country's wealth will bt
¢ produces most cfficiently and imports what it
even though it could produce the imported gooc‘{s
more cheaply than any other nation. Likewise, managers will enhance their
contributions to the firm if they concentrate on tasks that contribute most to
the firms's objectives and assign 10 -subordinates other tasks

nhanced if jt exports what it
Produces least efficiently,

Willingness to Let Others Make Mistakes: Since everyone makes

mistakes, a subordinate must be allowed to make some mistakes, and that
Cost must be considered as an investment in personal development.
Serious or repeated mistakes can be largely avoided without nullifying
tion or hindering the develo
asking leading or discerning questi
and policies are some of the metl
delegate well,

delegal pment of a subordinate. Patient counseling,

ons, and carefully explaining the objectives
hods available to the manager who would

Willingness to Trust Subordinates:
tristing their subordinates,
them. A superior may put

Superiors have no alternative to
for delegation implies a trustful attitude between
off delegation with the thought that subordinates
are not yet experienced cnough, they cannot handle people,
yet developed judgment. Sometimes these considerations ar
superior should either train subordinatc§ or else select others
o assume the responsibility. Too often, bosses distrust
because they do not wish to let go and threatened by subor

or they have not
€ true, but then a
who are prepared
heir subordinates

dinates® successes.
Willingness to Establish and Use Broad Controls:

delegate responsibility for performance, they should
unless they are willing to find means of getting feedba
themselves that the authority is being used to support e|
goals and plans. Obviously,
unless goals,

Since superiors cannot
not delegate authority
ck, that is, of assuring
nterprise or department

controls cannot be established and exercised
policies, and plans are used as basic standard

s for judging the
activities of subordinates.
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5.4.7 Advantages of delegation:

The delegation of authority gives several advantages 10
organisation. The important advantages of delegation of authority are given
below:

the

1. Basis of effective functioning:

Delegation lays the basis for effective functioning of an organisation.
It creates the relationship with others and achieves various objectives of the
organisation.

2. Saving of time:

Delegation of authority enables the superior to allot more time to
important matters like planning, organising,: staffing, directing co-ordinating,
controlling and decision-making.

3. Reduction of Work:

Delegation relieves the superior from attending to the routine matters.
Normally, the routine matters are allocated to subordinates. It helps the
superior to carry out more responsible work alone.

4. Opportunity for Development:
Delegation of authority gives a very good  opportunity to the

subordihate to grow. It helps in identifying the best person among the various

subordinates for development.

5. Benefit of specialised service:

Delegation helps the superior to get the benefit of specialised
knowledge of various persons at lower levels. For example, production is
delegated to the production manager, sales to the sales manager, legal matters

to the lawyer and the like.

6. Delegation of Authority Enables Effective Managerial Supervision

7. Efficient running of branches:
If the business has many branches, the branch_activilics are looked

after by a separate person. He is supposed to be incharge of one particulaf

h. When he can get adequate authority with responsibiti ~
work for the smooth and effective functioning of the Particula, b' c%
Tang|

branc

8. Interest and initiative: :

Whenever the delegation of authority takes place, the su&)
do the work with interest. In ccnaip cases, the subordinate by &
initiative to do the work properly.

.rdinile :
Imse)f 'ik: 4

9, Satisfaction to subordinatés:
Delegation of authority will satisfy the self-actualization need
individuals 4 of

10. Expansion and Diversification of Business Activity:

The subordinates are fully trained in decision making in varioug
of the business by using the delegation of authority. This type of ta]
subordinates can be used by the top management in the expansi
diversification of the business activities.

fields
ents of
on and

5.4.8 Delegation and Decentralisation—A Comparison:

Decentralisation

It is the end resulr of delegation

Delegation

L. |1t is a process or an act.

2. |1t denotes relationship berween a

superior and a subordinate It denotes relationship between the

. top management and various
) departments or divisions.
3. It is essenti "
sential i
brocess. for management | It is optional as top managemenl
may or may not disperse
] authority.
4,

The delegator exerci

ses con
?ver the subordinates. ol

The control may be delegated to
departmental heads.

- |tis a techn;
ue
L gue of management, |1 is a philosophy of managemenl.

g

SRR g
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49 Problems of delegation;

5.4

Every superior is  expected
asibility to his subordinates, A
o, delegation is a very import

1o del '
singlecgate part of g duties and
it Person €annot perform all the
' aracteristic of the organisation
The proper delegation of authority is mage onl '

palance between feelings of the superior ang subor

ses|
wol’kv S

Y at the time of 2 proper
dinates,

. HESITATION ON THE PART OF SUPERIoR,
The following are the reasons for the lack of will;
1
of the superior to delegate authority: Hlingness on the part

1, Perfectionism:

Many superiors think that he is better than others. This is true to so.mc
extent. The reason is that the superior had experience in doing and developed
a degree of skill. Had such a practice is followed by his superior, he might
not be come 1o this position. Hence the superior should open the door to the
subordinate to develop his abilities by delegating authority.

2. Autocratic attitude: .

Some superiors prefer retain powers in their hands. These persons don’t
have belief in the delegation of authority and they interfere with the limited
authority of their subordinates.

3. Directions: 3 : .
M uperiors have lack of the ability to direct the suborchTh :
glesin ; i i jor gives. Then,
Subordinates may misinterpret the instructions which the superl;o dgnaw
. i subordi .
h jors cannot get the expected efficiency from the
the superi

4. Confidence: es. If the

in subordinat
Superiors also tend to show lack of conﬁdenc: lr;ain experience from
upc! . no chance to i of
o uperior has n the basis ©
delegation is not made, the s . radually ©
: lcg 1.0 F iy Confidence is developed g
elegation of au .

. hority.
success of the delegation of aut Y

saistoya
S eolhed L e e ¢ e AR

5.17
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5. Control:

The superior has control over his'subordinates. He wants © rcm;:er::f:
control over his subordinates and keep up the importance of his e Ve ht
he hesitates to delegate his authority. Besides. the superior feels that He P
be dominated if he delegates his authority.

6. Avoidance of risk:

5 be
Risk may arise through the delegation of authority. V.Vhalcvcr ;na:fcw
the risk, the superior will have to take the responsibility for it. But only
managers are ready to take the risk.

7. Competition:

Subordinates learn much better than the superior by taking advantage
of delegation of authority. This results in the emergence of more mlcn('ad
persons than the superior. This is not liked by the superior and he avoids

competition in future.
8. Inability of the subordinate:
The subordinate does not have any ability to accept any new work.
The superior, who knows this fact, hesitates to delegate powers.
9. Inability of the superior:

If the superior is an inefficient person, the work method and procedures
designed by him are likely to* be faulty. So.‘ihe superior wants to keep all
the authority with himself to hide the inability.

1L HESITATION ON THE PART OF SUBORDINATES:

Sometimes, the subordinates are not willing to accept delegation even
though the superiors are very much interested in delegation. The reasons for
not accepting the authority by the subordinates are given below:

L. Love of spoon-feeding:

If a subordinate is given a chance to take a decision, he may not like
lo decide things himself. Subordinate is used to spoon feeding and hence he
may be reluctant to accept delegation.
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2. Easier to ask:

Subordinates ofien find it easy to ask their superiors for an answer
than to find it out for themselves.

3. Fear of criticism:

Sometimes, a subordinate may fear that even for a silly mistake in a
decision, his superior may criticize him. This suppresses the initiatives of the

subordinate.
4. Lack of information (or) resource:

A subordinate may hesitate to accept new work due to lack of
information or resources to do the work effectively.

5. Lack of sell-confidence:

Lack of sclf-confidence in a subordinate is also one of the reasons for
not accepting any authority.

6. Other work:
Subordinate may feel that they will not be able to firish any additional

work along with the existing work. Subordinates think that if they accept
authority, they may be forced to accept more work in the future.

7. Inadequate incentives:

A subordinate may not come forward to accept any authority if there
is no personal gain in doing so. j
8. Fear of failure:

Some subordinates feel that they may fail and so they do not want to
accept additional responsibilities. ) :

5.5 EFFECTIVE ORGANISING AND 'CULTURE - RESPONSIVE
ORGANISATIONS

5.5.1 Organisation culture

Culture, particularly in large organizations, can be difficult to influence
or change. The size of an organization and the strength of its culture are the
biggest contributors to cultural inertia. It is that set of important understanding
that members of a community share in common. Big and strong organizational
cultures will have a powerful tendency to continue moving in the direction

they are already mioving (momentum). Therefore, managers mus‘-u"dersla
not only how to create culture, but also how to change it when necegg,, »

. o Yio
cnsure a positive, cfficient and cthical culture. Organisation cultyre is deﬁn:

as the “set of values, often taken for granted, that help people iy ,
organisation understand which actions are considcn.'e,d acceptable ang Whic:
are considered unacceptable. Often these values are communicateq throug
stories and other symbolic means”.

5.5.2 Cultural Factors

Understanding how to change an organizational culture requires Some
insight into what creates culture in the first place and how altering thog,
components may impact meaningful cultural development. Edger Schein

(1985) has suggested that there are a number of basic assumptions aroung
which cultural paradigms form:

< Humanity’s Relationship to Nature

The Nature of Reality and Truth
The Human Nature

e
<
2
B
<

The Nature of Human Activity
<&

The Nature of Human Relationship

. W.hile these are only a few of the elements of culture, they capture a
wide variety of components that managers can use to i

nfluence a
the general cultural predisposition. A

5.5.3 Implementing Culture Change
- Cummings and Worle
Integrating broad organizatio
These stages include:

1.

Y identify a useful way to frame the stages in
nal change through cultural reform in six stages.
Ensure clarity in the Strate ‘

gic vision. This means making sure that the
stateme

mission statement, vision
to create one slrong_cullure stat

nt and overall strategy work together
. erent. The vision in particular must
describe the new culture forcefully an P

Ensure flow f; o o
ow

Pnour Tom the top to down, This means communicating specific
Pects of needed cultyre change

at the upper managerial level.
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example- Top management needs 0 exhibijy the king
; L pehaviours that they want to sce in the rest of the cn S of valyeg
- nd ! fooet Ompany,
n ity aress in the organizational structyre and contro) 5 Yy
ates to conform to the new or adapted culyre ystems which
employee handbooks, :

This ; \
his Includes
t N hi
\ -ng author ity

of structure.

e €r cent
Jecision ral components

llow (hrough on the mandate. Terminatin
Fol

5. coaform to the desired culture is difficulr.

g employee

But it allow.

S who do not
new talent that aligns better without desired culture.
in 4 |

S YOu to bring
Ensuring

. .« proper
mphasis on the new culture in training materials is useful in this
¢ :

process-

Finally, ensure that the ethical and legal implications of the adapted
6 Slture. 8T understood, planned for and in line with corporate ethics,

¢ .

Joint ventures and mergers and acquisitions usually require large

| changes. When different cultures comes together, it is wise to expect
colturd g of culture-clash and differences of opinion. Managers,
some Jarly upper management, must be aware of the implications of cultural
- ula : . .
particy he facts of organizational culture and the steps involved in altering
chﬁnhgc'gcneml strategy is useful for managers leading meaningful cultural
it, the
change at all levels.

S al methods have been used to classify organizational culture. We
ever aniz

Il briefly discuss three influential models on organizational culture.

will brt

554 Models on organisational culture

1. Hofstede’s Cultural Dimensions

i d
. the most cited an
Hofstede’s cultural dimensions theory 1S o clf,ltural across 100,000
| differences in € :
tede looked for globa ine the defining
1'<:fcl't:nced.l Hofs in SO countries in an effort 10 delﬁl'al'r:r the rise of
[BM employees in 2 lace. With
charac(cﬁzti:’s of global cultures 1n e wor:?z:ﬁonal culture.
globalization, this is particularly relevant to Orga

te to six
i ions that rela
Through this process, he underlined observatiol

rough this .

different cultural dimensions.

s 5.21
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o ee 1o which
Power distance: Power distance is simply ‘h_c g subordinatc
superior can exert powers and how difficult it is for a
to contradict them. i
. g scribes  an
Uncertainty avoidance: Uncertainty avoidance -d: nd return
X . a
organization's comfort level with risk-taking. As ns articularly
pm— it
are largely correlative in the business cnvironment. it xs‘ pof - omfort
important for organizations 1o in&"__cff‘_’:_‘_s.‘C_.".'-l level
with taking risks. i
2 L which an
Individualism vs. Collectivism: This is the degrec to strong
. a
organization integrates a group mentality and promotes

R ithin the
sense of community (as opposed to independence) within
organization. )
ur
< Masculinity vs. Femininity: This refers to the ways that behavio

: . s e ithin an
is characterized as “masculine” or Math: itive

. . A ol etity
organization. For example, an aggressive and hyper-comp
culture is likely to be defined as masculine.

Long-Term Orientation: This is

*feminine’

the degrec to which an
organization or culture plans pragmatically for the future or
attempts to create short-term gains.

Indulgence vs. Restraint: This pertains to the amount (and ease)
of spending and fulfillment of needs. For example, a restrained
culture may have strict rules and regulations for tapping company
resources.

2. Edgar Schein’s Cultural Model

Edgar Schein's model underlines three types of culture within an
organization, which as a simpler model than Hosfstede's, is somewhat more
generalized. Schein focuses on artifacts, values and assumptions:
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Artifacts

Flg. 5.4 Schein's model

The basic premise behind this model is that artifacts, values and
assumptions integrate into organizational culture. These three types represent
different aspects of an organization's culture, growing less tangible and more

complex

s
et

o,
3

as it moves from the top to down.

Artifacts: How desks are situated, how people dress, how offices
are decorated, etc., are examples of organizational artifacts.
Values: Values pertain largely to the ethics embedded in an
organization. What does the organization stand for? This is usually
openly communicated with the public and demonstrated intt‘:rr}an.lly
by employces. An example might be a non-profit orgamzatllon
trying to mitigate poverty. The values of charity, unders.lar.xdmg,
empowerment and empathy would be deeply ingrained within the
organization. e
Assumptions: The final type of culture, is much more difficult to
deduce through obscrvation alone. These are tacit assumptions that
understood by the way in which communication occurs and
individuals behave. They are often unconscious, yet hugely
important. In many ways, this correlates with Hofstede’s cultural
dimensions. For example, a culture of avoiding risk wherever
possible may be an assumption which employees act upon with?ul
realizing it and without receiving any directives to do so. High
power distance could make employees think that they should Sh?w
a high degree of deference to their superiors without being
specifically told to do so.

s.

1

Slaffing and Related HRD Functiong 5-';3

3. Charles Handy’s Four Types of Culture
Charles Handy put forward a framework for four different types of
culture that remains relevant today. His four types include:

< Power culture: In this type of culture, there is usually a head
who makes rapid decisions and controls the organization,)
direction. This is most appropriate in smaller organizationg and
requires a strong sense of deference to the leader.

< Role culture: Structure is defined and operations are predictabe,
Usually this creates a functional structure, where individualg know
their job, report to their superiors (who have a similar skj

Il set
and value efficiency and accuracy above all, ;

* Task culture: Teams are formed to solve particular problems,
Power is derived from membership in teams that have the expertise
to execute a task. Due to the importance of given tasks and the
number of small teams in play, a matrix structure is common.

* Person culture: In this type of culture, horizontal structures are
most applicable. Each individual is seen as valuable and more

important than the organization -jtself. This can be difficult to

sustain, as the organization may suffer due to competing people
and priorities.

5.5 The seven elements of culture

Social Organization
% Organizing its members into small

Create social structure,

Family Patterns. Family

organization, children lear;
to believe.

units to meet basic needs and
EX
is the most important unit of social
n how they are expected to act and what

3
o

. .
uclear fa y: ife, hu i i
i]\l 1 ) f mjll H W' ‘ sband, chlldrcu. This 1S a (ypical fam il)
Xtended f H Vi T vin n one .houscllo d
Ext i axnily. Se eral 8¢nerations ivi g i 1d,
woxkng and g logc!her Grandpalents.

r elders g strong,

livin

cousins, Respect fo aunts and uncles,
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o Social classes: Rank people in opger

of status,
js important to the culture (Money,

. depcnding on what
job, education, ancestry, etc.)
Customs and Traditions

Rules of Behaviour are enforced ideas of

right and wrong. They can
ms, traditions, rules or written laws,

be custo!
3. Rellgion . . )

Answers basic questions abouyt the meaning of life,
Supports values that groups of people feel are important,
Religion is often a source of conflict between cultures.
Monotheism is a belief in one God.

Polytheism is a belief in many Gods.

Atheism is a belief in no Gods.

@ %

»

v v

4. Language

< Language is the cornerstone of cullure‘.

< 'All cultures have a spoken language (even if thgrc are no
developed forms of writing).

» People who speak the same language often share the same culture.

o -

% Many societies include a large number of people who speal
different languages. ‘

& Each language can have several different dialects.

5. Arts and Literature . .
# They are the products of the human xmagma.nc;n
They help us pass on the culture’s basic beliefs.

<

i tales.
+ Examples: Art, music, literature and folk

6. Forms of Government
% People form governme s ocie
order within society and protect

i eds, keep
vide for their common. l?c ;
o beotec: ty from outside threats.

Person/people who hold power it
e

1. —
® Definition of government olitical institutions.

a society; 2. Society laws and p

—_— Staffing_and Relateq HRD Functions s 25 ?
>

Democracy: People have su

preme power, governmen acts'by ang
with consent. £

**  Republic; People choose leaders who represent them,
* Dictatorshijp: Ruler/group holds

power by force usually relying
on military support for power,

7. Economic systems

*  How people use limited resources to satisfy
5N

* Answers the basic questions: What to
and for whom.

their wants and needs.
produce, how 1o produce jt

"¢

Traditional Economy: People produce most of what they need 1o

survive (hunting, gathering, farming, herding canle,

make own
clothes/tools).

L

Market Economy: Buying and selling goods and services.
Command Economy: Government control
produced and what they cost.
power.

* Mixed Economy: Individuals make
the government makes others.

'3
oo

s whathow goods are
Individuals have little “economic

some economic decisions and

-5.5.6 Types of culture

An overview of four organizational culture types:

2,
3

Control (hierarchy) Culture: A highly structured and formal
place to work. Rules and procedures

strive to be good  coordinators
efficiency-minded. Maintaining a sm,
most critical. Formal policies are what hold the group together.
Stability, performance and efficient operations are the long-term
goals. Success means dependable delivery, smooth scheduling and
low cost. Management wants security and predictability.

* Compete (market) Culture: A results-driven organization focused
on job competition, People are competitive and goal-oriented.
Leaders are demanding, hard-driving and productive. The emphasis
on winning unifies the organization. Reputation and success are

govern behaviour. Leaders
and organizers who are
ooth-running organization is
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common concems. Long-term focus is on competitive action and
achievement of measurable goals and targets. Success means
market share and penetration. Competitive pricing and market
leadership are important.
+ Collaborate (clan) Culture: An open and friendly place to work
where people share a lot of themselves. It is like an extended
family. Leaders are considered to be mentors or even parental
figures. Group loyalty and sense of tradition are strong. There is
an emphasis on the long-term benefits of human resources
development and great importance is given to group cohesion.
There is a strong concern for people. The organization places a
premium on teamwork, participation and consensus.
Create (adhocracy) Culture: A dynamic, entrepreneurial and
creative place to work. Innovation and risk-taking are embraced
by employees and leaders. A commitment to experimentation and
thinking differently are what unify the organization. They strive
to be on the leading edge. The long-term emphasis is on growth
and acquiring new resources. Success means gaining unique and
new products or services. Being an industry leader is important.
Individual initiative and freedom are encouraged.

e
'

5.5.7 Managing cultural diversity

The concept of diversity is based on individual acceptance and respect.

It is understanding that individuals are unique and different. It acknowledges
the existence of broad cultural groups within a culture. Culture diversity
includes the following parameters:

1. Language

Race

Ethnicity

Values and Religious prqcl‘ices

Political views

Al ol o

Social and family responsibilities

Cultural values are frequently the sources of cross-cultural difference

in a multicoloured workplace.

_Staffing_and Related HRD Funetion 4
3 5'27

Values that form the
Core of a cultural
can include

;

: Famlly Orlentation

|

Communicaton Pattern

Interpersonal Relationship

Diversity
Responsibliity
for Manager

Communication
with Staff

Evalualing
Change

F

Ig: s,
S Managlng Dlverully at Work

T e

Gender

——l i Education l
Soclo Economic Stalys

Moral/Religous Beliels

Hygine and Clothing |
Meaning of Wo.rk 3 I
Integrating

Diversity Researching
Principle Changes

i1

Mannging

Diversity Consulting

Statt
Managi .
ch:,?g'r;g valdlng
Programs
— |
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Staffing and Related HRD Functions 5.29
GLOBAL AND ENTREPRENEURIAL ORGANIZING ~
5.6

Managers have to realize the: need for lifelong leaming in the
classroom or through distance learning programs now offered by several
cuniversities. Indeed many companics have set up their own in-house
J“universities™ to keep up with the knowledge explosion. Individuals will often
" have multiple carcers with different companies and various industries, There
" is the tendency of organization to be flatter with fewer organizational levels.
~Team-based management will assist in overcoming organizational barriers
often created by functional orientation.

H g ]

The Globnllmlion of Mnltngemcnt w

The term “global village™ may appropriately describe the world. wez

in t0day. Advances in technology in aerospace, communications, fi
live .

ics, cOmPpuUterss and the Intemet link people from all around thé globe. &
oplics :

While Japan sends its young people to the United States to stud
managﬂ“c“‘ techniques, r'nanagcrs in the United States often look to Ja
for ways of implementmg,éome of these techniques (such as quahfy
managcmcn(). The point here is not that one approach is better than anothg
put, rather, that many countries can contribute to managerial thcory‘.
ractice. In an environment of global competition, only the best compani
:vill succeed, and management is a critical factor for their success.

Leaders need to articulate the vision for the organization and motivate
 Management teams, often consisting of members with multicultural
s backgrounds, to share that vision and contribute to the common purpose of
. the. enterprise. This requires managers with multiple language skills and
* cultural sensitivity. Organizations in the twenty-first century will often form
rrategic alliances or engage in mergers. While managers are asked to think
3 gibbally. they also must act locally to meet the specific needs of the customers
who demand quality and service at a competitive price.

X
A perceptive observer will note that the role of managers is expandin
New approaches are’ required to avoid managerial obsol.cscence a.nd 1mpr?y:c
managerial productivity. There is a need for more effective planning, ﬂcmp
i izi gi resources, b
approﬂchs_s—_—t‘o/ organizing, bcuetr _managing, of hu:nan. ff"-‘;
irc { factorable for motivation, and methods for effective and effici
environmen ! : el
control that use the new _infogmation_technology. Abov'e all, the field:p
management require! @(cllecxual and inspiratioral leadershng’)rouﬂd the w\‘
10 make organization-more productive for the benefit of humanity. ;

: 5.7 RECRUITMENT

. Recruitment is the processes of finding the apt candidates and inducing
; l!xe_m to apply for the job in an organisation. The recruitment should be a
sound.one. If it is not so, the morale of the staff will be very low and the
mage of the company will be tarnished.

While there are hopeful trends in the development of a uniﬂcd.
of management, they have profound implication for the practicg
management in the future. -

The trend of globalization and intense global conllpetitivcne;s?: ;
continue, facilitated by the information lechnn\og)f. espécmlly thewor:m&,&
Social as well as demographic changes will result in having more LS

it imi ers will continue to demfy
top management positions. Similarly, custom hia
;

The success of any recruitment depends upon the procedure followed
unime: c.omr_?any whillc rccnvxiting the members. Jobs with low salary,
S cétmg jobs or difficult jobs c.am.'lot be filled up by the company very
¢-f&m};;m very company has to recruit its staff members but the quantum of

ent may vary from one company to another company. The variation

ma .
nay be due to the size of the company, recruitment policy of the company,
lure of the job and the like.

“by th

i ies will
quality of products and services at reasonable pnccs.. Comp:mefien )
to respond to those demands through effective opcrauor:s an I(:, fac‘ﬂﬂm‘)h

i i izati ctures. » Ml -

ghial Bricgles ot et e or:gzznaz:gs s::-ated by develop 5:.1 The source of recruitment is based on the policy followed by the
i the dem
firms have to be redesigned to meet :

JEE tompa ;
ication and mobile commitfH fromp ﬂy..Thc job can be filled up out of the employees of the company or
in technologies such as wireless comMUM of homsxde the company. If the job is fi
t P N
(m-commerce). ¢ company, it is said to be the inte

] 571 Sources of recruitment: -~

)
|

lled up out of the present employees
mmal source of the company.
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If the same job is filled up from out of the candidates available in
the socicty, it is said to be the exrernal source. A clear picture of the internal
sources and the external sources is given below.

1. Internal source of recruitment —

I. Transfer

2. Promotion |

2. External source of recruitment ~
1. Advertisement (Company Invitations and Walk-in-Interview)
Social Media like Facebook and Twitter, Watsapp and Website ;l
Recommendations ¥:
Gate Applicants
Employment Exchange (Govt. & Private)

2

3

4

5

6. Personal Consultants
7. Educational Insti(utions';' :
8. Waiting List

9. Unsolcited Applications ¢
10. Jobbers and Contractors
Il. Field Trips

12. Leasing )

1. INTERNAL SOURCES OF RECRUITMENT “

Whenever a job falls vacant, it can be filled up by giving a promoli?&f;
1o the present employee of the company. It is based on the promotion policy-
followed by the company. In certain cases, a same cadre staff member is,
deputed to the job by the company. This is called a transfer. This is alsqf,
based on the transfer policy followed by the company.

L If the higher post is fi

SN L i e SR A

Stafting and Relateq HRD Rorsgs) J
{
3

\
Advantages:

1. It increases the morale among the staff members of the ¢,
Giving promotion keceps the employee happy.
It attracts efficient staff members.

°mPany.

The training expenses may be reduced to some extent.

Nk uN

A person who has got a promotion, inspires the staff members 1o
a thorough knowledge of his job. . 3cquip,

o

Internal promotion helps the staff members to derive job Satisfacy:
X ’ Clion,

7. A promoted staff member may make use of his Past experience ;
0 the

new post.
8. It increases the security of the job of the staff member,

A new responsibility can be entrusted safely

members on the basis of contents of Service Re

10. It ensures the continuity of job to the st
the organisation. '

to the Promoteq staff
gister.

aff members and stability of

11. It induces the staff members to work hard 1o 8et \promotion
12. The expenses for advertisement, recruitment, e,

N
test and jp i
avoided. ! lerview are

Disadvantages:

lled internally,

the company will not be
- ) abl
get fresh and onginal ideas and injtia Y

tive from the staff members.

2. The outsiders do n¢ ;
not have a scqo to sh. i ility i
pertormance of o "0 " pe ow their ability in the
3. An underqualified pPerson ma
4.

If the Promotion is Buarante,
expiry of a specific period
to work cfﬁcienzly.
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TERNAL SOURCES OF RECRUITMENT

EX ;
There ar¢ various extermnal sources of recrui
ruitment. They are briefl
Y

cxPlain below:

Advertlsemcnl:

When 2 cornpan)’ wants to inform the public that it has a vacancy, it
puts up & adVC"‘““"‘"“}" The details of the job and the qualification of ,the
candidates are bricfly given. The company may receive the applications i
response 10 the advertisement. After that, interview will be t:onduc:lt:dS ;“
certain cases. (he? walk in interview method may be adopted by the com ;xnn
In the walk-in-interview method, the applications are received fronl: ll)lle
candidates. The date and time and place of the interview are mentioned in
dvertisement. In this way, a person can be recruited immediately through

1.

the a
an advertisement.

3. Social Media:

Nowadays, due 1o Technology,
Communicalion Network, and social media it is very easy to inform the puBlic
with no cost. The advertisement given in newspaper and TV media can ‘be
ed in Facebook, Twitter and Watsapp and Website, can receive good

emergence  of : Information

post
response from public.

3 Recommendations:

Here, recommendation means appointment of a person on getting a
recommendation letter from a person reliable and well-known to the company.
In certain cases,.an employee of the company may bring the candidates to

the company for the purpose of being appointed.

4. Gate applicants:

The educated unemployed youth may cO
Jidates may not have any T
d any advertisement

ntact the company to get
ecommendations. Even the

company might not have issuc for the post. The candidate
personally approaches the appointng authority of the conl\pany. If s'uch
candidate is found fit for any one of the posts which are vacant at that time,

the candidate is appointed.

employment. These can

Y gsl

Statfing and Related HAD Functions
: ‘ ons §

5. Employment exchange:

The job seekers register their names wi i : ]
ith their i :
cmp{oyment ?xcha.nge. The company can get a list ofq :1:2?:“01\5 with the’
requisite qualifications to fit in a job. Out of the listed canld':lms Woadinil
of tl.1cm can bc. selected. The employment exchange is of “ ﬂlcs.' any one 710
public employment exchange and private employment excha Wwo kinds, ie.,
nge.

6. Personnel consultant:

Private consultant is a separate s ified i i
recruitment of the personnel onpbchalf P:: the c:)%:::z\ydz‘:g l:c function of
functions of personnel department of any company a'!c °lf er words, the
personne'l consultants. It receives the applications from the :,:::n < by. e
the applications, conducts interviews and selects th;: candidate: lT;lcs, ey
consultant recéives fees from the company for its service s. The personnel

7. Educational institutions - Campus Interview:

Universities, colleges and institutions are formed to off i
‘courses, The ‘educaiional institutions make an arrangeme Of e
!nte.rvi‘ew. The business concems come to the carﬁ us mfm mn.\pus
institutions to recruit the students for various posts. The :cl :d v
requested to join the post after completing the coz.xrsc T e

8. Waiting list:

T .
trend ::c:uis:‘r:css. concern prepares a waiting list of candidates who have
y erviewed. But, they are not appointed for lack of vacancy

thnever a vacanc i
! y arises, the vaca m
out of the waiting list. ncy may be filled up by the company

9. Unsolicited applicants:

Unsolici icati |
from the j:;‘;“;?‘i ‘a'i;:l‘:c:llczf\s Tneans. ‘thc application received through mail
S alfiness GEte candiﬁg‘lcat}:.on brings the information regarding the name
wea of interest. eic. If th °-_ is age, educational qualification, experience,
» . ere is any vacancy at that time, the candidate will

be recruited f
or the specified post. N i
®onsidered for the posts at the l[;owc.r lc(\)f::‘a“y‘ s e of qrEp RS
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10. Jobbers and contractors:

The casual vacancy may be filled up by the company .through lh.c
jobbers and contractors. Normally, unskilled candidates are app(_)mt.cd in th;s;
way. They are available at short notice and for a less salary. This type y
candidate is brought by the jobbers and contractors to the placc. of work an
they receive some commission from the company for this service.

11. " Field trips: ) ) =

A company may send a group of experts to the towns and the.;:x‘t:rs
where the various kinds of candidates required by the company are avai aT hc
In this case, a prior advertisement may. be issued in newspa.pcrs. f(h:
advertisement contains information regarding the dute, venue a'nd‘ time oed :
interview. The interview is conducted in different places. This is procedur
followed to recruit the candidates under field trips.

12. Leasing: _—
This type of source of recruitment is followed by the public seeror

isati ana

organisation. The reason is that the organisation wants 1O manag

iti bers, the °
problems particularly at higher level. Before recrumn.g the staffdmf:l‘he e
period of service is fixed by the company and it is conveye '

members.

Merits of External Source: . e madé’"
There are some advantages to the company if t :dazplo o
i elow:
through external source. These advantages are discuss

n r 'r i f ‘number of applicants:
A company can ecruit a person out o z\-large n ) PP )
» . . s a
Each and cvery candidate’s p]qu points and minus point IC. taken into
considera n r th r i I best candidate can be
nsideration for the purpose of recruitment. Then, the

selected by the company.

. New outlook: . proacﬁ
: If a new person is recruited by the compi.iny‘ a n'CWur\:agenem[S) g

be used (o solve the problem, which will give maxim ‘
may be S

company.

o s S A Y L et

If a newly recry
-conditions of the com

Staffing and Related HRD F
———QN "“%w
3. Wide experience: TER TGS, L

If the recruited new’ candidate has experience in Varioys
company can get the benefit of the candidate’s €Xxperience.

Demerits of External Source:

The external sources also have some demerits. They are listeq belo
LA

1. Grudging of existing employee:
If a candidate is recruited from external sources, the

cxisting-suﬂ' may
have a grudge against him. It results in demoralisation of

he staff membery
2. Lack of co-operation:

The existing staff members do not extend their co-
person who is selected from out of external sources. In add

existing staff members make the new recruit face the diffic
disorient him in relation to his work.

Operation 1o the
ition to this, the
ulties and uy 1o

3. Expensive:

Recruitment of a person from outside the
formalities. The formalities include
applications, screening the
fixation of interview date,

company requires a ot of
issuing advertisement, receiving the
applications, despatching the interview letters,
time and place, formation of an interview

expenditure.

4. Trade union:

5. Danger of non-adjustment:

iteg person fails 1o adjust himself to the working
Pany, it leads 1o more ex
it

Causes irritatj
existing staff members

replacement. Besides,

penditure in looking for his
Person and the

On and quarrel between the recruited
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5.38 —
SELECTION PROCESS, TECHNIQUES AND INSTRUMENTS
Selection is the device used in an organisation to select a suitable
on who has required educational qualifications, skills, abilities, personality
:thc like. When an organisation gets more number of applications than
an

ededs 2 screening test may be  conducted through which unsuitable
ncndidﬁ‘“ may be rejected.
ca

g1 Stages of selection process:
S.

It may be said that recruitment is a positive function of the

ement. But selection is a negative function of management. The reason
ms‘;;gt ‘climinating applications® is more difficult than ‘selecting them'.
is t

Applications for job l

1

Initial Interview 1

1
r Testing w

T .
rﬂeierence Checkq

Interview J

I

‘ Physical Exam W Placement \

Fig. 5.6 Stages of selection process

Group Discussionl

Normally, the selection process has the following stages:

1. Receiving and screening of applications:

i icati in white
tive employees are requested to submit the app\lca-ulc:‘r:lsr SmO\: i
prof:“; prescribed form. In both the cases, full {::?cmmc of e
papclr o hould be given. The information relates to
employee s

e T T T Y R T i

AR e

Stafting and Related HRD : g o
candidate, age, educational qualification, date of birth, ;iw;encd A : L
name and occupation, address for communication, etc, The same h:f;‘"l'\el? s
is kept as a permanent record in the Oorganisation. 3 ‘f §n
2. Initial interview:

It is otherwise called preliminary interview, The ob
this interview is to know whether the applicant is physical
for the job. Questions are put to the candidate for evaluay
are related to his qualifications, experience, interest,

ject of conducting
ly and mentally fiy
on. These questiony

agC. Nativity, and the
like. Only a minimum time is spent for this interview. andidutes who have
passed in the initial interview are called for the next selection proc;

edure,
3. Blank application:

A specific format is followed for this sclection process. The nature of
the format varies for each job. The reason is that different qualifications and
“skills are required for different jobs. Care should be taken o ensure that the
candidates provide brief and pointed answers for queries raised in the form.

Besides, irrelevant answers should be’ avoided and all relevant information

should be given in the form.

4. Test:

The test is conducted by the organisation for the purpose of knowing
more about the applicants to be selected or rejected. Normally, many

organisations ask the applicants questions 10 know more about their aptitude,
interest, general awareness, etc.

Tests can be classified ‘into two kinds. They are Proficiency Test and
Aptitude Test. Proficiency Test refers to the testing of the skills and abilities

it o Ll R
possessed by th idate. Aptitude Test refers to measuring of the skills

and abilities which may be developed by the applicant to perform the job in
future.

[kinos or st |

(a) Proficiency Test

‘ &,,\\x\“")'
(1) Temperament Test ¢

(i) Achievement Test <

(i) Interest Test .
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(b) Aptitude Test
(iv) Intelligence Test
(v) Personality Test
(vi) Situational Test
(vii) Judgement Test
(viii) Efficiency Test

(i) Temperament tests are used to measure the likes, dislikes and habits
of an individual. It is helpful to find out whether a particular individual
can put up himself in a society or not.

(ii) Achievement test is used to measure the level of knowledge for
performing the work assigned to an individual, It is otherwise called
performance test or trade test. Sometimes, the achicvement test is
conducted theorctically, i.c., answers are received by’ putting questions
to the individual, For example, an accounling test may measure the
accounting performance of an accountant in terms of accuracy and
neatness.

(iii) Interest test is used (o discover the individual's interest in having the
work assigned to him/her. It is assumed that an individual who is
interested in onc type of work, does better than the one who is not
interested. Interest of an individual may be relating to outdoor activities,
accounting, clerical, social service etc. It is otherwise called Vocational
Test. ’

(iv) Intelligence Test is used to measure the mental ability, capacity and
general awareness of the individual. The most common intelligence tests
used for management purposes are group tests, individual tests,

self-evaluation test, self-administered tests, performancé tests, verbal =

comprehension, word fluency, memory, inductive reasoning, test of
reasoning, number facility, speed of perception and the like. The
Intelligence Test is conducted age-wise. If the management selects
highly intelligent people, its training process is easy and training
expenses are low.

g e

Staffing and Related HRD FUnclion, 53
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(v) Personality Test is conducted to measure courage, initiative, CMation
confidence, reaction, ability to mix with others, ability to P
general behaviour of the individual, cheerfulness, leadership,
and domination of character.

Vate,
Palien(;c

(vi) Situational Test is conducted to measure the reaction of applicants to
a particular situation. Besides, the applicant’s ability to succeed in his
job in a particular situation is also measured.

(vii) Judgement Test is conducted to measure the ability of an i“dividum
in applying the knowledge, intelligence and experience to solve

t
problems presented before him. B
(vitl) .Iiﬂ?ciency test .is used to know how quickly and cfﬁcienuy an
individual uses his hands to accomplish the work assigned to him I
is otherwise called dexterity test. -
5. Checking References:
R .Sometimes. the applicants are requested to furnish referenc
.pp?hc?nts may include the name and address of parent educatj o
mst;funons and the present employer. The information furnished ino(nhal
a .
pplications are checked from these persons. If the referee i :
employer, €S IS a present

the applicant’s job performance, sala

d ;
o g s o oo Ty drawn particulars, reasons

for leaving

A letter of recommendation ma
Prospective employer can
his character, conduct, abiij
do not take much interest i
.give correct information
Incorrect information rega
leaving the job. But these

: y also be treated as g reference. Th
collect information about the a ing
ty etc., from the referee. S
n this regard, The verifi
about the .applicant,
rding €xperience,
are identifj

) Many Managements whjch
applicant are not
h

pplicant regarding
ome management firms
cation of references might
Some applicants may give
Past salary drawn and reasons for

ed with the help of checking references.

d
O not hold good opinion about the

ences. i
At the same time, some applicants

nsid i
" ered as potentijal as reference, and no
Ose references,

ready to give
refer

av i

€ some well-wishers who are ¢q

negaii .
Bative answer ig received from 4
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ntervie™”:

) s i hrou
ace convcysa(lon and observation, The Management selects gh face
3 . i one or :
o B 5 imerview BY ' More persons. The interviewing
lhrouﬁ in the interview technique and they ‘have a persons are

. thorou s
ape tive ficlds. Interview helps the employer ¢ gh knowledge in

' . O evaluate the candid
e personality, smanness, intelligence, attitude, etc e

In any inlchilT-Wv 1.hc :ln‘lchicwcr has a dominant position over the
gates The, Interview: &5 divided into two i.., preliminary interview and
i nierview Th:r, i_'mal u.mlervu.:w is conducted only for candidates who
ceed in the preliminary interview. The candidate should succeed in two

sy s of interview. In the first stage, the personnel department makes a
smgroush cvaluation of a candidate. In the second stage, the successful
tho!

didates from the first stage are sent to the functional department. The
n .

ca date who has successfully passed the second stage is selected.

can s

DS OF INTERVIEW:

There are different kinds of interviews conducted by the management.
some of the interviews are briefly explained below:
0!

KI

irect interview: Under this type of interview, straight-away questions
o fore the applicant to get answers for them. Face to face conversation
gt s bez towards the interview. The in-depth knowledge of applicant is
b s d under‘ this type of interview. But, the skills, character, area of
POI thse;:; attitudes of the applicant can be identified to some extent.
inter

i i i b the

(b) ln‘dil ect inter view: QUCS“ODS are not lalSed dlrecll.y Y ‘

' P i i i 1eWs Yy

‘\lCl’ViCWCI’ Ille pal liCUlal a pllcan’( 15 lequested to expr ess his V[ ()[;i an'

: i as he likcs The tnter viewer care U"y listens to what he app can
topics . f

i icant's views. The
interviewer does not interpret the applic:

expresses. The nality of the applicant is

- . . So
applicant has full freedom of expression. The per
easily assessed by the management.

estions 2
(© Patterned interview: A number of standard Qu
¢ to be put before the app

in advance which ar estions and answe

questions are found while framing the qu

re framed well

licant. The answers for these
rs are written neal

B A T L R T A
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the questions. These are used for a verification purpose when answers are
given by the- applicant during the interview. g :

(d) Stress interview: Irmritating questions are put before the applicant by
the interviewer. If any applicant gets angry when these types of questions
are put to him, the particular applicant is evaluated as unfit for the job. For
example, the Interviewer may ask, “How many legs does an cight legged
insect have?” or “Dear Mr.Lakshmanan, what is your name?". These are some
questions which irritate any body in normal conditions.

(e) Systematic in-depth interview: Under this type of interview, the
interviewer asks any'one of the questions initially. Then, he proceeds
step-by-step to get an integrated view of the skills and personality of the
applicants.

(D Board or panel interview: A group of persons called interviewers ask
the applicant questions in the area of interest of the applicants. Immediately

after the interview, they evaluate the performance of an applicant based on
the answer given by the applicant. '

(g) Group Discussion: Group Discussion is a modern method used to test
the candidate’s confidence and communication skills. It also shows the ability
of *he candidate to reason and to analyse given situations. Team work and
leadership can also be measured using a Group Discussion.

A Group Discussion is usually carried out by sclecting a group of 6
to 8 candidates for the discussion. The panel of interviewers then select a
topic to be discussed. Two minutes of preparation time is given to the
candidates who can speak for (or) against the given topic. The candidates
then speak about their points on the topic, either supporting or rejecting each
others claims. The panel judges the candidates on their ability to reason and
speak about the given topic. During a group discussion, factors like eye

contact, body language etc are also important and can be taken into
consideration.
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PROCESS OF INTERVIEW:

The following procedure may be adopted for an interview:
(a) Review of background Information: The interviewer has to collect the
information regarding the applicant’s bio-data and rhe job for which he has
applied. This process is known as review of background information.

(b) Preparation of questions: The interviewer has to prepare the questions
in the area in which the applicant is interested. The question is presented by
the interviewer in an understandable way. The answers are received from the
applicant one by one. The next question is raised only after getting a full
answer to the first question. The sub-questions may be raised by the
interviewer during the interview, if the need arises.

(c) Putting the applicant at ease: There is a mental and emotional strain

to the applicants. These may be removed by the interviewer.

Outsiders except interviewers and applicants are not allowed to be present

in the interview room. All the necessary facilities and comforts are arranged- by
the management in order to put the applicant at ease. Some mannerisms like
causing interruptions through raising number of sub-questions unnecessarily or
raising eye-brows or any odd behaviour frequently should be avoided by the
interviewer.
(d) Drawing out the best applicant: The interviewer has to follow
acceptable norms to select an applicant for appointment. But, the norms
should be correct and they should provide a basis to select a suitable person.
(e) Concluding the interview: The applicant leaves the mom after the
interview is over. The interviewer immediately assesses the applicant’s
performance in the interview. Some interviewers take notes during the
interview. These notes may be used to assess the applicant. The next applicant
is called for an interview after the process is over.

7. Final selection:
Finally, a suitable applicant is selected on the basis of performance in

the above mentioned test and interview. Only the required number of
applicants are selected by the management. The competent authority has to

approve the sclection of the applicants.

e, B RE B L AL RO

In the casc of big organisations, a scparatc department known as
personnel department is in charge of selection. The personnel cha"men(
manager selects the applicant and approves it. The appointment order wij be
sent to the applicant without delay. Normally, the applicants are selecey

provisionally.

‘8. Medical examination:

It is otherwise called physical examination. This is carried out for the
purpose of assessing physical fitness of the prospective employee. Many
organisations do not follow the process of medical examination. The reason
is that there is no need for medical examination in certain jobs. Medical’
certificate is received from the doctor after the medical examination is over,
This certificate is attached to the joining report of the new employee. Some

" applicants may be educationally qualified for the job but physically unfit for

the job. For certain jobs, minimum physical fitness is required according to
the nature of the job. V

9. Placement:

The applicants are placed on a probation basis only after completin,
fill the formalities. The probation period may vary from one job to anoth .
Jjob according to the nature of the job. The maximum probation period fer
a‘ny job is two years. It may be extended to three years in exuaordinaor
Cm:,:umstanccs. The new employees are observed keenly over the prob 'ry
period. These new employees are regularised on s o e
probation period successfully.

the completion of the

10. Orientation:
Orientation
Organisation briefly

refers to providing the information

10 new employees. The term

regarding
information

the
includes

€o-workers of new
employees, superior i
. J , subord H
duties, authorities, inates. location of work place,

Organisation.

res ibiliti
ponsibilities and the overall administration of the

SRt -
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" programmer helps the new

. qtation
orie? . ¢ a knowledge of the organisati !
[ 1o 8cquir Banisation functioning without any

10ye® . he effective performan s
#77 gacilitates ! ce of a job by the new employee.

18): : of an effective ori .
4! The major benefits € orientation program are:

ceate 2 favorable impression with respect to the work and th
e

). O,ganisaﬁon' o
Sgcnglhcn the organisation culture. .

; Reduce conflict caused by inaccurate impression. .

i‘ Help employee relieve anxiety about the job and be comfortable in the

sition- .

i Gives realistic job expectation.

6. [mprove productivily. |

j, Reduee WmOver and improve employment stability.

g, Save time and effort.

Many organisati
more informal approach,
senior member O ;
show where important thin

Orientation is in the best
employee as it helps him to deve

gs are located.

lop culture and enrich his personality.

58.2. Promotion:
Promotion may be defin

sults in extending prestige, salary, powers, :
nd skills to perform the job.

ed as the placement of

job which re
and it requires more knowledge 2
n to get promotion 2

Every employee has the aspiratio
d experience fit for

acquiring the additional qualification and ¢
posts and key posts are filled up by the management throug

plicy. This promotion policy persuades the employee

management.

on have formal orientation programs and other use 2
in which a manager assigns the new employee to a
f the work unit who introduces to immediate co-worker and

interest of both the organisation and the new

an employee to a better
duties, responsibilities

nd is ready for
the job. Higher
h the promotion
s to be loyal to the

s e e 4y e
1o S ARSI I IR O Astnte g d

Stafting and_Related HBD Functions 5.45°

Basis for promotion:

to any employee on a widely acceptable basis.
y refers to the possession
ganisation than those of

plishment of a particular

The promotion is given
The basis may be seniority or competence. Seniorit,
of more number of years of service in the same or
the other employees. Competence refers to the accom
job effectively than the other employees.
r promotion. Senior people arguc
b than others, So. they demand .
and the management people

Senior employees prefer seniority fo
that they have more experience irf the jo
seniority as the basis for promotion. The juniors
.are in favour of competence.
fixes competence as the basis for

Whenever the management
ople arc ready to increase

promotion, all the employees including senior pe
their knowledge and skills to get promotion. If promotion is denied to senior
people, they do not devote their full attention to perform the job. The younger
ones may command the old people if the competence is the basis for
promotion. It will be just like a son commanding his father.

Unfit persons may also be eligible to get promotion if the management
prescribes seniority as the basis for promotion. Besides, senior people are not
rcad_y to acquire additional knowledge and skill which are necessary for the
jobs to which they seek promotion.

Hence, it is concluded that the same management may follow both
criteria for promotion.

59 HUMAN RESOURCE DEVELOPMENT (HRD)

Managers often say that people are their most important asset. Yet the
“human assets” are virtually never ‘'shown on the balance sheet, although a
great deal of money is invested in the recruitment, selection, and training of
people. .

The human resources of a company are the people who are working
for and with the company. Human resource development is the management

| development.
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1. Job Analysis - Matching person with the job
Human Resource Planning - Manager Inventory chart
Recruitment and Selection - System approach to solution

Training and Development

Performance Appraisal

2

3

4

5. Management Development
6

7. Management by Objective
8

Compensation and Benefits

5.9.1. Job analysis: - Matching person with the job
Every job includes some requirements to which the workers have to

conform. Job analysis is a study of these job requirements and the study of

the factors which influence the requirements.’ Job analysis is used to identify
the qualities which a worker must have to do the job.Job analysis usually
concentrates on

. Performance standards - To find the expected output in terms of both
quality and quantity. . '

2. Work Activities - To identify what tasks must be accomplished.
Work Technologies - To make note of the technology such as machines
and tools which are used.

4, Job context - Identification of work conditions, work schedules, social
conditions, and compensation.

S.  Personal Requiremenl‘ - To identify required skills, education,
experience, training and other attributes required for the job. ie matching

person with the job. ie matching person with the job.

The above job information may be got by interviewing the worker

observing the workers or by using guestionnaires. Que
of job, activities, priorities, job mobility, work aid
jons

stionnaires can involvé

questions such as purpose
etc. The information obtain
and job specifications.

ed can be used to create written job descript

Staffing and Related HRD F L
Unction,
S47-

A job specification would list the minimum qualification tha i
by the worker to ;
working conditions, tools, mater jals and equipment [0 carry out the jqp,

592 Human Resource Planning: - Manager Inventory charq

Collect information
on Employees,Sales
and business plans

Forecast demang
for Labour

Forecast internal
' labour supply

obtain the job. *Job descriptions are the lists of mf!:u;

Compare Internal
supply to demand

‘ Plan programs to
} deal with shortfalls
] or surpluses

Focus external
supply of labour

Fig. 5.7 Manager Inventory Chart J

their a ila y Y an
vailabilit and malching suppl and
demand.
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recasting Human Resource Supply and Demand:
Fo!

Fomcasli“g Human resources is the process where the company can
iate hOW much human resource will be required for future purpose.
csumn resource forecasting can be divided into short and long term
uma
fo,-tcss(in&

Short lerm forecasting is carried out during the operation planning
‘od‘ll can be done by following steps.
iod.
pet fh'- demand for the product is forecasted in the light of potential change
1.
in environment.

The overall sale forecast is estimated

(%

Swffing budget for each department is estimated

Overall staffing requirements are estimated

»oe

Depending on the labour market and internal factors, the labour required

is fi)rccaslcd, .

Short term replacement of employees is carried out if there are layoffs,
fers, promotions deaths etc or if new skilled employees are required.

rransfers, .

iti mplex
Term forecasting follows the same process but it is more comp
g inity with respect to both intemal and external factors.
L larger uncertainity : : .
dueto 2 éruasling is carried out during the strategic plnnn'mg chodmI:“
e m-mf ecasting, the company has to take into consideration rc‘;:.;:e e
b : i i shifts,
long term social factors, new skill requirements, population .
patterns,
economic trends. ‘ . o
0 f the most important steps in conducting humanmUdc e
s s iliti i ience, ap
forecasting is the analysis of abilities, education, cx;)crconduc(ing e
O‘Ta s of existing employees. This can be done y on
i i i organisa .
p:sourcc audit on the employees, working in the Org
1

Matching Supply and Demand: ‘
Once the future demand and supp e Y

2nd the demand must match. The problem

are overstaffing and/or staffing shortage

- (tritio
atiition can be used to resolve this. A

s can be corrected
Il of employees €
¢ not replaced- Shortfa

people who leave ar

have been cstimated, the supply ]
. be encountered here

If there is an overstaffing prcdlclc;d. ;
i n is the process by which the

VoA Y e SRRTSIEE (X VIS
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by hiring new people, discouraging retirements and transferning from over
staffed areas.

5.9.3 Recruitment and Selection System approach to selction

Alrcady explained in Page No: 5.29. Section 5.7 and Page No: 5.36,
Section 5.8

5.9.4 Training and Development:

Training and development arc used to help the employees improve
their work behaviour. Training is usually used to teach lower level staff how
to do their jobs. Development is the process of teaching managers and

professional employees who's skills are necessary for current and future
assignments.

1. Identifying Training Needs:
_ The training program should identify the area of work that the workers
must be made strong in and the resources of the work which are available

to support training. Unfortunately. all problems cannot be solved by training.
Training should not be used in circumstances when the expenditure is more
than the benefits out of training.
2. Types of Training

Basically the training constitutes of two types
@) General

=

Communication skills

Computer system application and programming
Customer service

o

@

Exccutive development

@

Management skills and
Technological skills and. knowledge
(i) Specific

* Basic life/work skills

*  Creativity

“

® Customer education

i
}
;\

et

e s’y

Soanii
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Diversity/Cultural awareness
Remedial writing

Managing change

Leadership

Product knowledge

Public speaking/Presentation skills
Safety

Ethics

Sexual harassment

¢¢¢..}¢<"74’¢

< Team building

< Wellness and others

3. Methods of training:

Today several methods of training can be used to enhance both the
knowledge as well as the practical skills of the workers. The selection of the
appropriate method depends on the people to be trained, nature of the training and
the skills to be learned. The most common type of training methods used are:

On thé job training is done while the job is being carried out. The actual
work is done by the new worker and his job is supervised by a higher and more
experienced worker who helps him leam the in's and out's of the job.

Teaching is done by verbally putting forword the skills and technical
advice required to do the job. This can either be done on a planned basis or
whenever the need arises.

Job Rotation is used to allow the workers to gain skills in all the
areas of work by rotating the workers from one job to another.

Apprenticeship is a formal assignment where the new worker has 10
serve as an understudy to a more experienced worker until he can learn the

skills required for the job.

5.9.5 Management Development:

Management development training programs are used over a long term’

(o allow the manager develops the managerial skills to his highest ability.

“This development does not occur at once but should b
ongoing process to maximize

e considered as af

he managers’ performance. Depending on the

s
e
e 8

:Staffing_and Related HRD F'-'"Cllon
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position of manager in the heirarchy, the managers undergo differen l
of training. " leve)
Basic Level receives the basic supervisory training.
Middle [{vzl receives Lfaining in a much broader viewpoin Wi
concentrates on judgemental skills ich

Top manager must be trained to negotiate and make decisiong

5.9.6 Performance appraisal:

Every now and then, the human resource management must maj
formal assessment of the performince of the employees. These appraisalse :
required because they provide feedback to the employees which will ha;c
them to perform better. They also help the employers decide on paysc i
training and promotions. s

There are several methods which can be used for performa
appraisal, but the most commonly used ones are Objective me(}-::
Judgmental method and Management By Objectives, (MBO). ’

1. Objective Appraisal Method: |

Objective Performance Apprai i i

¢ ppraisal method is carried out by taking ;
account the objectives achieved by the employees. These objcct)i'vcs I:;E m[:z
Volur.m? of products manufactured, number of products sold, scrap ralcsy
Obtaining and comparing this type of data is easy. But the o e
method suffers ‘from two flaws.

% First,

bjectives appraisal

the data may not measure performance in view of

organisational goals like customer service or company image,

% Seccondly, the data obtained may have an ‘opportunity bias’, where

some CHIP[O)’CCS. are in a better positions to acheive the ob v
jectives,

*  Example: A i
p persen”selling computers in an poor region will be

less likel
Y to succeed than one selling computers in a rich region

REHCH
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Judgtmen“" Appraisal Methods:
The judgmcmal appraisal method can be done in several ways, three
of the most commonly used are explained below.

Checklists: A check list is a questionnaire which can be filled in
with either “yes” or no™ answers le by ticking for “yes” or not marking
for “n0™ The checklist should describe the ?Vorkcrs behaviour with phrase
{hat can be checked or not checked. The major disadvantage with this type

|Strongly Agree l Agree IDisagree IStrongly Disagree I
3 4

1 2

rtant behaviours cannot be just evaluated by “yes/no™ method.

o do not have the ability to weigh the responses.
Scales: Because the check list has several limitations,
e was developed to rate performance. Here the
ted from ‘strongly agree’ to ‘strongly disagree’ as

is that impo
Checklists als

Graphic Rating
the graphic rating scal
performance factors are ra

shown below. ~
s measure upto 10 points of

of graphical rating scale.
scale is that it provides only

Some types
ratings. The disadvantage of this type of a - : ‘
generalised information about the personality  traits and little™ specific

s higher level rating scale

information on job behaviour.

Behaviourly anchored ratin
which is specifically designed for a
must make rating scales around specific observable
behaviour common O varying levels of performance.
‘can be an effective tool if the anchor statements €
job performance.

g scales: This i
job (or) a group of jo
beh

bs. The supervisors
aviours that define

an correctly

rating scale
describe the levels of

Behaviourly anchored

Sedbitain o ST SR
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5.9.7 Management by objective
Already Explained in Page No. 3.16 / Section 3.7

5.9.8 Compensation and Benefits
Compensation and benefits are very important factors in human

resource development. Compensation can be defined as the financial
remuneration an employee receives in exchange for his labour contribution
This includes wages, pay increases and other money related issues. The
compensation system is designed to reward the employee in a suitable manner
and induce them to perform better.

Benefits Management involves the administration of in;urancc
education benefits, pensions, vacation and other matters which are valuable
to the employee. Benefits being monitery in nature, they are closely related
and co-ordinated with compensation management.

SalaAry Structure: To determine the amount of salary, the employee must
receive salary structure designed along with the employment ‘l-.ncirarchy
Petcm:nlng the salary begins with job evaluation which can be carried out
in the following steps. '
(@) Carry out the analysis of the job and prepare a job description.
(b) By using a point based s i i ;
' ystem, the skills required and responsibiliti
are weighed and evaluated. P Ll
(c) The main jobs are selected, a i
., @ pay survey is obtained to fi
o2y, rates nd the market
(d) A graphi ine i
ar: p' ical pa.y trend line is then plotted 0 compare the survey pay
rates with the job evaluation points.
(e)  From this li
by is line, the average pay rates for the lesser jobs are assigned.
e jobs are then grouped into categori
es and i i
for cach caregory. 2 nd the payscale is determined
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5.10 JOB DESIGN
Job design is the process of

(a) Deciding the contents of the job.
(b) Deciding methods to carry out the job.
(¢) Deciding the relationship which exists in the organization.

Job analysis helps to develop job design and job design matches the
requirements of the job with the human qualities required to do the job.

According to Michael Armstrong, “Job Design is the process of
deciding on the contents of a job in terms of its duties and responsibilities,
on the methods to be uscd in carrying out the job, in terms of techniques,
systems and procedures, and on the relationships, that should exist between
the job holder and his superior, subordinates and colleagues.”

5.10.1 Nature of Job Design )

Identifying the components of a given job is an integral part of job
design. Designing or redesigning jobs encompasses many factors, and a
number of different techniques are available to the manager. Job design has
been equated with job cnrichment, a technique developed by Frederick
Herzberg, but job design is much broader than job enrichment alone.

5.10.2 Designing Efficient Jobs

If workers perform tasks as efficiently as possible, not only does the
organization benefit from lower costs and greater output per worker, but
workers should be less fatigued. This point of view_has formed the basis of
classical industrial engincering, which looks for the simplest way to structure
work in order to maximize cfficiency. Typically, applying industrial
engineering to a job reduces the complexity of the work, making it so simple
that almost anyone can be trained quickly and easily to perform the job. Such

- jobs tend to be highly specialized and repetitive.

In practice, the scientific method traditionally seeks the “one best way"
to perform a job by performing time-and-motion studies to identify the most
efficient movements for workers (o make. Once the engineers have identified

the most efficient sequence of motions, the organization should select workers

Staffing and Related HRD F“"‘Cﬂons X
§
based on their ability to do the job, then train them in the details of i
best way” to perform that job. The com?any also should offer adequyy, One
to motivate workers t0 do their Job design.
job design means the ways that deciSiOn'makc'r
duties, activities, and tasks, |,

Pay :

In a very simple sense,
choose to organize work responsibilitics.
Redesign thus involves changing work responsibilities, duties, aClivitieg ;

* and

tasks which is also sometimes called work redesign

Despite the logical benefits of industrial engineering, a focus
efficiency alone can create jobs that are so simple and repetitive tha “'o:k:n
get bored. Workers performing these jobs may feel their work is mca“inglesls
Hence, most organizations combine industrial engineering wip OIh:'
approaches to job design. Co T

5.10.3 Designing Jobs that Motivate

Especially when organizations have to compete for employees, de nd
- on skilled knowledge workers, or need a workforce that cares about cusul:e
satisfaction, a pure focus on efficiency will not achieve human mo’“ﬂ
obj.ec:ives. These organizations need jobs that employees find interestin i
sansjfying. and job design should take into account factors that makcg .and
motivating to employees. ke

A model that shows how to make j i
jobs more motivating i
o ; g is_the
’n:‘aractcnstics Model. developed by Richard Hackman and Greg .Olthob
is model describes jobs in terms of five characteristics: 3

Skill variety. The extent to which a

job requi .
carry out the tasks involved. ! L :.’ variety of skills 1o

Task identity. The degree to

“Whole™ which a job requires completing a

piece of work fro P
m beginnin
compon : 8 to end (e.g., buildin i
ponent or resolving a customer's complaint) ’ Bo
Task significance.

. The extent i ;
'Mpact on the lives of oth 0 which the job has an important

er people.

Autonomy. The d
. egree 1o which the job indivi
ns about the way the work will be cJarric::j“OWtS e
out.

decisio,

ey
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pccdb“k‘ The extent to which a person recejves clear information
formance effectiveness from the work itself,
i Pcs shown in Figure 5.8 the more of each of these characteristics a
& the more motivating the job Will be, according to the Job
job has, ;stics Model. The model predicts that a person with such a job will
Chm:::nsatisﬁcd and will produce more and better work. This approach to’
pe M

. ning jobs includes such techniques as job enlargement, job enrichment,
dcsnsn:maging work teams, flexible work schedules, and telework.
self-m

Less

More
Motivation

Work Is a small Wi ole Plece of
Partof the Whola |78k dentity = 0 1o Completed
1 ST i T
; i ; S/ Motivation
d Much Freedom 10
Dsc;syl%r::e?: ¢ Make Decislon

Fig:5.8

L

510.4 Techniques of Job Design \

There are various ICChlliqUeS/melhOdS in which jOb design can be
carme i j dESigﬂ the conten
1 help to analy51s the _]Ob, to
d out. These methods ) . ! ts
f the jOb and to decide how the _]Ob must be carried 0\{(. These me hods
O

are as follows '

. Job Rotation - ! e shifted
1. J Job Rotation is a management approach where emplloyefej ar o
° ’ : lar intervals of tme
° ts or jobs at regu h
two or more assignmen o ] -planned approac
bctwecnSe them to all verticals of an organization. It is a pre E)‘\Cies o zrdcr 0
10.°th° obiective 1o test the employee skills an‘d co(;anlscmc oy of
wlll a:. ‘1“ the right place. In addition to it, 1 rehutr:n T ore insights-
t,hac.c b]md ives them a wider experience and helps them g
¢ Job and gi :

o Vies Tt
v il Al E AL
s Ve e

Tt
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Job rotation is a well-planned practice to reduce the borchm of doing .
same type of job everyday and explore the hidden potential of an employee.
The process serves the purpose of both the management and the employecs.
It helps management in discovering the talent of employces and determining
what he is best at. On . thc other hand, it gives an individual a chance o

explore his own interests and gain experience in different fields (or)
operations.

2. Job Enrichment

Typically job enrichment involves combining various existing and new
tasks into one large module of work. The work is then handed over 10 an
employee, which means there is an increase in responsibilities and scope.
This increase in responsibility is often vertical. The idea is to group various
tasks together such that natural work units are created.

In addition expanding jobs vertically also gives employee direct control
over works units and employees that were formerly under the jurisdiction of
top management only. While on one hand this increases the ownership of the

employees in their work, it also relieves the unnecessary burden from the 1op
management.

Job enrichment also opens up a feedback channel for the employees.
Employees are frequently apprised of their performance. This keeps them on
track and helps them know their weak and strong points. Performance
standards are set for the employees themselves and future performances are
matched against the benchmarks. All this occurs  without
intervention or involvement of the top management.

Job enrichment is related to Herzberg's theory of motivation. in which
factors such as challenge, achievement recognition, and responsibility are seen
as the real motivators. E

venthough his theory has not gone unchallenged, it

has .lcd 1o a widespread interest, in developing ways to enrich job content,
Particularly for nonmanagerial employees.

any serious

Job enrichment should

be distinguished from job enlargement (but
Some authors do not make this distinction).
Job enlargement

" attlempts to make a job more varied by removing
h : . .
¢ dullness  associated with performing  repetitive operations. It means
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enlarging the scope of the job by adding similar tasks without enhancing
responsibility.

For example, a production line worker may install not only the bumper
on a car but also the front hood. Critics would say that this is simply adding
one dull job to another, since it does not increase the worker’s responsibility.
In Job enrichment, the attempt is to build into jobs a higher sense of
challenge and achievement. Jobs may be enriched by variety. But they also
may be enriched by
1.  giving workers more freedom in deciding about such things as work

methods, sequence and pace or the acceptance or rejection of materials;

2. encouraging participation of subordinates and interaction between
workers;

3. giving workers 2 feeling of personal responsibility for their tasks;
taking steps to make sure that workers can’ sec how their tasks
contribute to a finished product and the welfare of the enterprisc:

5. giving people feedback on their job performance, preferably before their
supervisors get ity and

6. involving workers in the analysis and change of physical aspects of the
work environment, such as the layout of the office or plant, temperature,
lighting, and cleanliness.

Limitations of job Enrichment:

One of the limitation is technology. With specialized machinery and
assembly line techniques, it may. ‘not be possible to make all jobs very
meaningful. Another limitation is cost. General Motors tried six-person and

three-person teams in the assembly of motor homes but found that this -

approach was too difficult, slow and costly.

There is also somc question as 10 whether workers really want job
enrichment, especially of the kind that changes of basic content of their jobs.

Various surveys of worker altitudes, even the attitudes of assembly linc *
workers, have shown that a high percentage of workers are not dissatisfied

with their jobs and that few want “more interesting jobs”.
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3. Job Enlargement .

Job enlargement is a job design technique wherein there is an increage
in the number of tasks associated with a certain job. In other words, it meang
increasing the scope of one’s duties and rcqunsibilitics. The increase in scope
is quantitative in nature and not qualitative and at the same level.

. Job Enlargcment is a horizontal restructuring method that aims g ‘

increase in the workforce flexibility and at the same time reducing monoto

that may creep up over a period of time. It is also known as horizg H

loading in that the responsibilities increase at the same level and .

vertically. s

' Many believe that since the enlargement is horizontal in nature

is not fl grea('n'ced for training. Contrary to this, job enlargement ;c' lh.crc

il:arf)pm?tc trammg. especially on time and people management. Task rq]ulmS
ning is not required much since the person is already aware of the :a:::;d

5.1
1 gER?ON{\L CHARACTERISTICS NEEDED IN MANAGER
xplained in Page No: 1.2 of Chapter 1 / Section 1.2

Scanned by CamScanner




