BUSINESS ADMINISTRATION TY BCOM
PAPER II HUMAN RESOURCE MANAGEMENT AND MARKETING
Human Resource Management

Definition- It is a process consisting of four functions that is acquisition development motivation
and maintenance of human resource.
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Human resource management is the planning, organizing, directing, and controlling of the
procurement, development, compensation, integration ,maintenance and separation of human
resources to the end that individual, organizational and societal objectives are accomplished.
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Human Resource Management is defined as the phase of management which deals with effective
control and use of manpower as distinguished from other source of power.

Personnel Management

It is planning organizing and controlling of the procurement development compensation
integration and maintenance of for contribution in organizational goals.

It is concerned with people at the work place and the interaction and relations with each other.
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OBJECTIVES FUNCTIONS IMPORTANCE
Effective utilization of Provision of talented persons Right person at right job
resources

Good industrial relations

Forecasting of human resource

Supply of human resource

Maintain high morale

Job description and analysis

Retention

Facilitate training and education

Training and development

Good relations

Fair opportunities of career
growth

Employee retentions

Continuous flow of work

Attract talented work force

Recruitment

Proper utilization of resources

Retention of employees

Performance Appraisal

Reduction on cost

Timely availability of
employees

Personnel career planning

Fair remuneration

Organizational development

Human Resource Development
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Meaning - It is a process of developing skills competencies knowledge and attitude of people of
organization. It is crucial part of human resource management which is more concerned with

training and development career planning development and overall organizational development.
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IMPORTANCE OF HUMAN RESOURCE DEVELOPMENT

Competent Human resource Career Development

Job opportunity Training and Development

Job Satisfaction Change Management
Employment Commitment Overall organizational Development
Maximum utilization of resources Achievement of Efficiency

Personnel Department- It is concerned with planning organizing directing and controlling the
employees to attend the goals .It is management of employees who are employed in organization.
The organization of this department may be line origination staff organization and functional

organization.

Role /Importance or functions it SrraT AEe

1) Maintenance of record of employees FHATATS HETE 9T TG 599
2) Controlling and directing of employees FHATAT 707 T o gof+
3) Planning of work ~ FTH&HTSITA TH3TSA

4) Remuneration and benefits ~ FHAT 9 F HIIS

5) Transfers recruitment and promotion policies FEAT ALAT TEdT LT




6) Rewards and Punishments ~ Isfig 73
7) Legal provisions and compliances ~ FTaasfiT q 7d i WT
8) Problems of workers and solutions — FH=T=T= T 39T

HUMAN REASOURCE PLANNING #TST 91T HASH

It is an integrated approach for performing the activities and program schedules of employees of
the organization to achieve the goals.
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It is the process of forecasting, developing, motivation, controlling, directing coordinating and
communicating the employees of the organization to achieve the goals. AT AT
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It is deciding the number and type of human resource required to each job unit of organization to

carry out organizational; activities.
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Development of
manpower
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Makingavailability of
manpower
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Systematic ~ forecasting
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Period required
FrATET

Varioustypes of

Cost control

Proper selection

Technology change

persons required CERTREL T e SEEICINIERCET
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Identification of Efficiency Training and Labor Market
need FTTAHAT 12T development TH TS
HSATATH T TS TTETeToT 7 AT

AT

Right person at right Job
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Performance appraisal

FTHRIE %W

Outsource policy
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Change Management
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Control of labor cost

Amgamation or merger
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Development of human
resource

[N
HAM DAL [dnld

Better productivity
FRTAT ICATEHAT

Attainment of goals of
organization
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Career development
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Job analysis — It is a process through which one decides upon the duties and responsibilities of
the job its qualification and abilities required.
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It is the analysis of studying and collecting information relating to the operations and

responsibilities of specific job.

It is accurate study of various components required for the job. It includes individual qualities

and qualifications required for specific job.

STEPS OF JOB ANALYSIS &1 fargwom= oy

Identification of Job Analysis purpose T3 AU T3S

Identification of person who will do the job FTHRTST hTUT FHTTL




Job analysis process TTT

Strategic decision making STaU=TH Ao TiFAT

Training of job analyst TerZ[ToT FIUT=AT SA<hRTE TTALTT

Data collection HTgdT T HTIT

Documentation Verification and Review T&qUas e 7 fFderor wor
Developing Job description and Specification FTHTH =T 7 fararfisHeor
T

Recruitment and Training \TTAT & STLTe0T

Concept of Recruitment- It is the process of searching for prospective employees and
stimulating them to apply for jobs in the organization.

It is a process to discover the sources of manpower to meet the requirements of the staffing
schedule and employ effective measures for attracting the manpower in adequate numbers
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Objectives of recruitment = ITGLT

Attract candidates having desire qualities and qualifications =T ST&eTel HAvdD Qrreror

To recruit a man power in minimum cost AtH® FHITFHT GATT ITA FEed <07

Retention policy @ e e

Filling vacancy without delay T STRIT ATt A0
Maximum productivity 3TTer IcqTas &7ar

Promotion transfer and retirement policies &t T T&AT = LTI

Searching effective recruitment technique ST WA= T Ao F0l

SOURCES OF RECRUITMENT <= &Id

Internal Sources Sd &I External Sources 9Tg] &1
Promotion S&dT Advertisement STTg<Td
Transfer S&AT Placement Agencies TLAT FHLOTTAT GTST T
Notice bﬁoar d arclvertisement Educational Agencies $TeTTOTsh H&AT
DetenlAqlel Sllgld
Employee recommendations Labor unions FHATL FEEAT
FHATAHS [OTHH
Relatives and friends ATd 3T&T Job fair TSRTTE HeBTaT
EERIEEIES
Website sources HTsh{dsh €5




INTERNAL SOURCESS T &IT AT

Advantages Disadvantages

Time saving J&4T T=T Limited Scope TATad =ATHY

Cost effective FhAA =T a=1a Bias attitude TaUg ST

Easy source 99T 91T

Quick recruitment = AL

Good relations 39 99

Future planning TEI =S

Information about swot analysis

EXTERNAL SOURCES &Tg[ &Id w1« ATl

Advantages Disadvantages
New talent T geT¥ =<hl Hasaar Id Time consuming I@@T3, TTHAT
Large scope HIST ATHT Expensive ELEED
Chances to appoint trained employees Now comer not familiar with
gforfera sa<f=h fAae organization
T FHPAH T
Non bias THUE FEHMATAT BT
Fair competition TV TTeIT

Types of interview ﬂ?l'l'@'cﬁ% BRI

Structured interview I AT Unstructured
AT TEd TEETET Gearard
Personal, 93{<F* Presentation Group Interview
GESERI HHRT gored
Informal Formal
Panel Interview THgT THIT Stress Interview
T AT
Exit interview Depth interview

Performance Appraisal- It is the process of evaluation of an employee’s performance of a job in
term of its requirement.
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It is process of measuring the actual performance achieved I given period to compare or to
reward or check.

It shows employees strength and weakness. It is formal procedure of evacuation. It is judging
the ability of person. It is fair analysis of work performed by employees in organization.

OBJECTIVES OF PERFROMANCE APPRAISAL FTHRI HeATIETH 3297
To identify training need TV TS 9TTr00

To determine wages and pay package I« d 3L
To suggest for improvement ga'mﬁ'mﬁ qAqT T

Decision making ot stk Tra=or
Policy formation &[0T 3339

. . Lal e o o oo o
Premature retirement promotions Hadqd AT AT A<HET T
Fines and punishments & & foraqT

Rewards and recognition T&fTH ST&AT AT

Promotion policy T&AT=&TT0T ST

Importance of performance appraisalFTHR= HFFITWI?I% HEd

e Help to individual employee to progress S Theh STt

e It is use full for periodical comparison AT

e It shows appropriateness recruitment and selection policy fHae

e It is beneficial for pay packages I« 9

e It is helpful for promotion F&dT

e It determines evaluation criteria in advance so employee can concentrate.
e It help to search talent among employees

e It help to search problems in performance of job.FTHERTSITA T T



PERFORMANCE APPRAISAL PROCESS

Correctiver - ’ Established

action of performance
necessary standard

Comparision
of acttal with
standard

\ Measure the

actual
performance

Communicate
the standard

TECHNIQUES OR METHODS OF PERFORMANCE APPRAISAL

RATING METHOD CHECK LIST METHOD

FORCED CHOICE METHOD CRITICAL INCIDENTS METHOD
BEHAVOURAL ANCHORED RATING METHOD FIELD REVIEW METHOD
PERFORMANCE TEST AND OBSERVATION RANKING METHODS

ESSAY METHOD



Factors to be considered for sound performance appraisal system
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Reliability farsaame Validity T aaT

Standardized JHTIT Acceptance to system T HTT FHL00
Feasibility Cost effectiveness TeaT=T s=ra
Legal norms FATSef ¥ Tqam Flexibility and reviews Taf=a
Limitations of performance appraisal FHTHNL I HATITAT=A1 AT

Non acceptance FATHTL T FHIIT Biased attitudeTaUg g

Spoil relationship HTATIST Hael @IS 2107 Based on training T STETRA
Limitations of infrastructure No single or uniform policy

Difficult to calculate accurately in certain technical jobs
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