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TRB-POLYTECHNIC LECTURER
UNIT-III-HUMAN RESOURCE MANAGEMENT

Introduction:

Human resource management (HRM or HR) is the management of human resources. It is
commonly referred to as the HR Department to maximize employee performance in service of
an employer's strategic objectives. Human Resource is primarily concerned with the
management of people within organizations, focusing on policies and%on systems. HR
departments are responsible for overseeing employee-benefits design,;employee recruitment,
training and development, performance appraisal, and rewarding«(e.g., managing pay and
benefit systems). HR also concerns itself with organizational change and industrial relations,
that is, the balancing of organizational practices with requiremehts*arising from collective
bargaining and from governmental laws.

HR is a product of the human relations movement of,the early 20th century, when researchers
began documenting ways of creating business value through the strategic management of the
workforce.[citation needed] It was initially dominated by transactional work, such as payroll
and benefits administration, but due to globalization, company consolidation, technological
advances, and further research, HR as of 2045%ocuses on strategic initiatives like mergers and
acquisitions, talent management, succession“planning, industrial and labor relations, and
diversity and inclusion.

Human resources focuses of, maxigmizing employee productivity.[citation needed] HR
professionals manage the human™eapital of an organization and focus on implementing
policies and processes. They can specialise on recruiting, training, employee-relations or
benefits. Recruiting g¢specialists find and hire top talent. Training and development
professionals ensure that employees are trained and have continuous development. This is
done through trainifgwprograms, performance evaluations and reward programs. Employee
relations deals Withyconcerns of employees when policies are broken, such as in cases
involving£harassment or discrimination. Someone in benefits develops compensation
structures, family-leave programs, discounts and other benefits that employees can get. On the
other sidé”of the field are Human Resources Generalists or business partners. These human-
resourcessprofessionals could work in all areas or be labor-relations representatives working
with unionized employees.

In startup companies, trained professionals may perform HR duties. In larger companies, an
entire functional group is typically dedicated to the discipline, with staff specializing in
various HR tasks and functional leadership engaging in strategic decision-making across the
business. To train practitioners for the profession, institutions of higher education,
professional associations, and companies have established programs of study dedicated
explicitly to the duties of the function. Academic and practitioner organizations may produce
field-specific publications. HR is also a field of research study that is popular within the fields
of management and industrial/organizational psychology, with research articles appearing in a
number of academic journals, including those mentioned later in this article.

Some businesses globalize and form more diverse teams. HR departments have the role of
making sure that these teams can function and that people can communicate across cultures
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and across borders. Due to changes in commerce, current topics in human resources include
diversity and inclusion as well as using technology to advance employee engagement. In the
current global work environment, most companies focus on lowering employee turnover and
on retaining the talent and knowledge held by their workforce.[citation needed] New hiring
not only entails a high cost but also increases the risk of a newcomer not being able to replace
the person who worked in a position before. HR departments strive to offer benefits that will
appeal to workers, thus reducing the risk of losing corporate knowledge.

Obijectives / Functions:
The function of human resources management is to provide the employees with the capability
to manage: healthcare, record keeping, promotion and advancement, benefits, compensation,
etc. The function, in terms of the employers benefit, is to create a management system to
achieve long-term goals and plans. The management allows companies to study, target, and
execute long-term employment goals. For any company to have an efficient ability to grow
and advance human resource management is a key.

Human resources are designed to manage the following:

> Employee Benefits: include various types of non-wage compensatien“provided to
employees in addition to their normal wages or salaries.

> Employee health care: the identification of recognition of a‘disease by a physician/
physician's assistant/nurse practitioner.

Compensation: something, typically money, awarded,t6’ someone as a recompense for
loss, injury, or suffering.

Annual, sick, and personal leave: excused (and generally unpaid) leave for
unexpected (such as accident or sicknesshor expected (anniversaries, birthdays,
marriage) events important to the(individual.

Sick banks: a fund accumulated to pay off a corporate or public debt

Discipline: the practice of training people to obey rules or a code of behavior, using
punishment to correct disobedience.

Records (tax information, personnel files, etc.):also known as records and information
management or RIMMNis'the professional practice of managing the records of an
organization throughout their life cycle, from the time they are created to their
eventual disposal:

Recruitment and employee retention strategies:refers to the ability of an organization
to%etain its employees

Salary’and Wages Administrations : process of compensating an organization's
employees in accordance with accepted policy and procedures

Human Resources Activities

A human resources manager has several functions in a company:

Determine needs of the staff.

Determine to use temporary staff or hire employees to fill these needs.
Recruit and train the best employees.

Supervise the work.

Manage employee relations, unions and collective bargaining.
Prepare employee records and personal policies.

Ensure high performance.

Manage employee payroll, benefits and compensation.

Ensure equal opportunities.

VVVVVVVYY
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Deal with discrimination.

Deal with performance issues.

Ensure that human resources practices conform to various regulations.

Push the employees' motivation.

Managers need to develop their interpersonal skills to be effective. Organisations
behaviour focuses on how to improve factors that make organisations more effective

Scope of Human Resource Management

1. PersonneAspect

HumanResourcd?lanning- It is the processy which the organizationdentifiesthe number
of jobsvacant.

JobAnalysisandJobDesign:

Jobanalysiss the systematigrocesdor gathering,documentingndanalyzingdataaboutthe work
requiredfor ajob. Jobanalysigs the procedurdor identifying thosedutiesor behaviorthatdefinesa job.
RecruitmentandSelection- Recruitments the processf preparingadvertisementen the basisof
informationcollectedfrom job analysisandpublishingit in newspaperSelectionis the procesf choosing
the bestcandidateamongthe candidatesppliedfor thejob.

OrientationandInduction:

Making the selecteccandidatanformedaboutthe organization’sbackgroundg¢ulture,values,and
work ethics.
TrainingandDevelopment

Trainingis providedto bothnewandexistingemployeego improvetheir performance.
Performanceé\ppraisal:

Performanceheckis doneof everyemployeeby HumanResourceManagementPromotions,
transfersjncentives andsalaryincrementsaredecidedonthe basisof employeeperformanceppraisal.
Compensatio®lanningandRemuneration:

It is thejob of HumanResourceManagemente-plancompensatioandremunerate.

Motivation:

HumanResourceManagementriesio keepemployeesnotivatedsothatemployeegput their
maximumeffortsin work.
2. WelfareAspect:

HumanResourceManagemenhaveto follow certainhealthandsafetyregulationdor the benefitof
employeesilt dealswith workingeonditions,andamenitiedike -

canteensgrechesyestandlunchrooms,housing transportmedicalassistancesducationhealth
andsafety,recreatiorfacilities, etc.

3. IndustrialRelatianAspect:

HRM workstowmaintainco-ordinalrelationwith the unionmemberdo avoid strikesor lockoutsto
ensuresmoothfunctioningof the organisationlt alsocovers- joint consultationgollectivebargaining,
grievanceanddisciplinaryproceduresanddisputesettiement.

S No Challenges % of Companies
Change management 48%
Leadership development 35%
HR effectiveness measurement 27%
Organizational effectiveness 25%
Compensation 24%
Staffing: Recruitment and availability of skilled local labor 24%
Succession planning 20%
Learning and development 19%

Staffing: Retention 16%
Benefitscosts:Health& welfare 13%
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Change Management

Since this is generally not a focal point for HR professional training and development,
change management represents a particular challenge for personnel management. The
WFPMA finds that "This may also be the reason why it is cited as the foremost issue as
HR continues to attempt to help businesses move forward. An intensified focus on
training may be needed to develop added competencies to deal with change
management.”

Leadership Development

As the second of the biggest challenges for human resource management, leadership
development needs to be a critical strategic initiative. HR professionals are faced with
being expected to provide the essential structures, processes, tools, and points of view
to make the best selection and develop the future leaders of the organization. The
WFPMA reports that, "Across the globe leadership development has been identified as
a critical strategic initiative in ensuring that the right employees are retained, that the
culture of the organization supports performance from within to gain®market position,
and that managers are equipped to take on leadership roles of the, future so that the
organization is viable in the long term.”

HR Effectiveness Measurement

How can improvement happen without the right tools t@*measure HR effectiveness? As
with many other areas of business, this professionialse/needs to be able to measure
results in terms of transaction management, as"well asAn terms of the positive influence
on business. "Utilizing metrics to determine effegtiveness is the beginning of a shift
from perceiving HR's role as purely an,administrative function to viewing the HR team
as a true strategic partner within the organization,” the WFPMA says. "In fact, the next
section reports that survey participants, believe a critical future issue for HR will be
organizational effectiveness - again supporting HR's critical role as a strategic partner to
management."

This world federation alseynotes that, "Where HR departments have traditionally
focused on measuring theif own effectiveness, there is an evolving recognition that they
can provide organizatjenal value by measuring the effectiveness of the entire business
organization. The shift is significant as it represents movement from simply counting
the numbersshired te determining the ROI of collective and individual hires on a long-
term basis. Going beyond measuring turnover, this new approach considers ‘bad'
turnover andygood' turnover along with the overall cost of replacement hires."

The.Numbers Speak Volumes

When'you start looking at the numbers, you realize the significant impact of trends and
challenges in human resource management. There are many variables that influence
human resource management. To give you a glimpse at some of the upcoming changes,
the HR Leadership Council has released the following statistics:

One in four high potentials plans to leave their organization in the next year
> By effectively developing employees, managers can be better coaches and
improve performance by up to 25%

> Three out of five organizations have either restructured or plan to restructure
within the next six months

Recent declines in employee engagement further decreased overall productivity
by 3 to 5%

Leaders with strong people development skills are 50% more likely to
outperform revenue expectations
Deliveringon critical onboardingactivitiesboostsnew hire performancéy 11.3%
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> 77% of midsized companies use (or plan to use) wellness to reduce costs

> 46% of midsized-company CFOs anticipate a merger or acquisition in less than
six months

Expand Your Skills and Enhance Your Expertise

> To meet or exceed all of these human resource management challenges, you'll
need proven tools and strategies. One of the best ways to gain the necessary
expertise is by earning your Master of Science in Human Resource
Development entirely online. In Villanova's online HR master's degree
program, you'll learn how to:

Implement strategic organizational change for increased quality, productivity
and employee satisfaction

Construct an effective training program

Design a compensation system that motivates employees

Structure benefit packages and measure their success

Identify principles for developing, utilizing and €onsérving human resources
Use data and statistics to make informed busingss decisions

Leverage technology to enhance the €ontributions of the human resource
function to an organization

> Develop financial management ahd hudgétary skills

As a student in Villanova Univegsity'S*HR master's degree program, you'll gain
advanced knowledge in core human resource competencies, with a focus on
developmental, strategic and,global issues. Engaging online courses in a video-based
e-learning environment_will empower you with the latest tools, proven processes and
best practices across a tange, of key topics, including organizational change, human
resource planning, compensation, international human resources, organizational
training and project management for HR professionals.

Job Analysis and Design
What Is a Job?
A group of hemogeneous tasks related by similarity of functions.

When{ pesformed by an employee in an exchange for pay, a job consists of duties,
responsibilities, and tasks (performance elements) that are (1) defined and specific, and (2)
can be accomplished, quantified, measured, and rated. From a wider perspective, a job is
synonymous with a role and includes the physical and social aspects of a work environment.
Often, individuals identify themselves with their job or role (foreman, supervisor, engineer,
etc.) and derive motivation from its uniqueness or usefulness.

Job Analysis
Job analysis, contains a simple term called "analysis”, which means detailed study or

examination of something (job) in order to understand more about it (job). therefore job
analysis is to understand more about a specific job in order to optimise it. Job analysis is a
systematic process of collecting complete information pertaining to a job. Job analysis is done
by job analyst who is an officer have been trained for it.

Job analysis is a procedure through which you determine the duties and responsibilities,

nature of the jobs and finally to decide qualifications, skills and knowledge to be required for
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an employee to perform particular job. Job analysis helps to understand what tasks are
important and how they are carried on. Job analysis forms basis for later HR activities such as
developing effective training program, selection of employees, setting up of performance
standards and assessment of employees ( performance appraisal)and employee remuneration
system or compensation plan.

One of the first industrial-organizational psychologists to introduce job analysis was Morris
Viteles. In 1922, he used job analysis in order to select employees for a trolley car company
The intention behind job analysis is to answer questions such as:

What is the need of the job to exist?

What physical and mental activities does the worker undertake?

When is the job to be performed?

Where is the job to be performed?

How does the job performed by an employee?

What qualities and qualifications are required to perform the job?

Job analysis is a detailed examination of

(1) tasks that make up a job (employee role),

(2) conditions under which an employee performing his/her job, and

(3) what exactly a job requires in terms of aptitudes (potential forsachievement), attitudes
(behavior characteristics), knowledge, skills, educational quatiffeations and the physical
working condition of the employee.

Its objectives include

(@) to determine most effective methods for performifiga jobs

(b) to increase employee job satisfaction.

(c) to identify core areas for giving training.to employees and to find out best methods of
training.

(d) development of performance measureinent Systems, and

(e) to match job-specifications with employee specifications while selection of an employee.

Definitions of Job Analysis

Some important definitions'ofijob-analysis are as under :

Harry L. Wylie. dob analysis deals with the anatomy of the job.....This is the complete study
of the job embodying every known and determinable factor, including the duties and
responsibiljties involved in its performance; the conditions under which performance is
carried on;the«nature of the task; the qualifications required in the worker; and the conditions
of employmeni-such as pay, hours, opportunities and privileges"

In the words of Dale Yoder. "A Job is a collection of duties, tasks and responsibilities which
are assigned to an individual and which is different from other assignment™

According to Michael J. Jucius, "Job analysis refers to the process of studying the operations,
duties and organisational aspects of jobs in order to derive specification or, as they are called
by some job description”

In the words of Edwin B. Flippo, "Job analysis is the process of studying and collecting
information relating to the operations and responsibilities of a specific job "

According to Blum, "A job analysis is an accurate study of the various components of a job. It
is concerned not only with an analysis of the duties and conditions of work, but also with the
individual gualifications of the worker."
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According to John A Shubin "Job analysis is the methodical compilation and study of work
data in order to define and characterise each occupation in such a manner as to distinguish it
from all others.”

In the words of Scott, Clothier and Spriegel, "Job analysis is the process of critically
evaluating the operations, duties and relationship of the job."

In simple words Job analysis is a formal programme which examines the tasks, duties and

responsibilities contained in an individual unit of work.

Before the recruitment process, job analysis takes place

The Process of Job Analysis

SOURCES OF DATA
Job analyst
Employee
Supervisor

JOB DATA

Tasks

Performance
standards
Responsibilities
Knowledge required
Skills required
Experience needed
Job context

www . what ishunanresource . comn

JOB DESCRIPTION
Tasks

Duties
Responsibilities

HUMAN RESOURCES
FUNCTIONS
Recruitment
Selection
Traininy and development
Performance appraisal
Gomp2nsation management

METHODS OF Duties

COLLECTING DATA
Interviews
Questionnaires
Observations
Records

Equipment used

JOB SPECIFICATION

Skill requirements
Physical demands
Knowledge requirements
Abilities needed

An ideal job analysis should in
Duties and Tasks: The

This segment shoul
standards, etc.

nit of a job is the performance of specific tasks and duties.
include frequency, duration, effort, skill, complexity, equipment,

Environm '%segment identifies the working environment of a particular job. This may

have a sign impact on the physical requirements to be able to perform a job.

Tools and,,}quipment: Some duties and tasks are performed using specific equipment and
tools. These items need to be specified in a Job Analysis.

Relationships: The hierarchy of the organization must be clearly laid out. The employees
should know who is under them and who they have to report to.

Requirements: The knowledge, skills, and abilities required to perform the job should be
clearly listed.

There are several ways to conduct a job analysis, including: interviews with incumbents and
supervisors, questionnaires (structured, open-ended, or both), observation, critical incident
investigations, and gathering background information such as duty statements or classification
specifications.

The following are the benefits of job analysis.
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Job Analysis

'

Job Description and
Job Specification

y . / i

Recruiting and Selection Performance Appraisal Job Evaluation—Wage Training Requirements
Decisions and Salary Decisions
(Compensation)

Organizational structure and design :- Job analysis helps the organization to make suitable
changes in the organizational structure, so that it matches the needs and sequirements of the
organization. Duties are either added or deleted from the job.

Recruitment and selection :-Job analysis provides information abeut,what the job entails
and what human characteristics are required to perform these activities. This information, in
the form of job descriptions and specifications, helps management decide what sort of people
to recruit and hire.

Performance appraisal and training/development :-!Based on the job requirements
identified in the job analysis, the company decides a training program. Training is given in
those areas which will help to improve the perférmance’on the job. Similarly when appraisal
is conducted we check whether the employee is‘able to work in a manner in which we require
him to do the job.

Job evaluation :- Job evaluation réfers to~studying in detail the job performance by all
individual. The difficulty level

Skills required and on that basis'the,salary is fixed. Information regarding qualities required,
skilled levels, difficulty levels are obtained from job analysis.

Promotions and transfer i- When we give a promotion to an employee we need to promote
him on the basis_.ef,the skill and talent required for the future job. Similarly when we transfer
an employee teianother branch the job must be very similar to what he has done before. To
take these deeisions we collect information from job analysis.

Career” pathyplanning :- Many companies have not taken up career planning for their
employees. This is done to prevent the employee from leaving the company. When we plan
the future*Career of the employee, information will be collected from job analysis. Hence job
analysis becomes important or advantageous.

Labour relations :- When companies plan to add extra duties or delete certain duties from a
job, they require the help of job analysis, when this activity is systematically done using job
analysis the number of problems with union members reduce and labour relations will
improve.

Health and safety :- Most companies prepare their own health and safety, plans and
programs based on job analysis. From the job analysis company identifies the risk factor on
the job and based on the risk factor safety equipments are provided.

. Acceptance of job offer :- When a person is given an offer/appointment letter the duties to be
performed by him are clearly mentioned in it, this information is collected from job analysis,
which is why job analysis becomes important.
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FUNCTIONS OF MANAGEMENT

Accordingto HenryFayol,“To managas to forecastandplan,to organizeto commandg& to control”.
Wheread utherGullick hasgivenakeyword“POSDCORB' whereP standgor Planning,O for Organizing,
Sfor Staffing, D for Directing, Co for Co-ordinationR for reporting& B for Budgeting But the mostwidely
cceptedarefunctionsof managemergivenby KOONTZ andO“DONNEL i.e. Planning,Organizing,Staffing,
DirectingandControlling.

1. Planning

It is the basicfunctionof managementt dealswith chalkingoutafuture courseof action& decidingin
advancehe mostappropriatecourseof actionsfor achievemenof pre-determinedoals.Accordingto KOONTZ,
“Planningis decidingin advance whatto do, whento do & howto do. It bridgesthe gapfrom wherewe are&

wherewe wantto be”. A planis afuture courseof actions.t is anexercisen problemsolving& decisionmaking,

Planningis determinatiorof coursef actionto achievedesiredgoals.Thus,plannifigis a systemati¢hinking
aboutways& meandor accomplishmenof pre-determinedoals.Planningis necessaryo ensureproper
utilization of human& non-humarresourceslt is all pervasiveit is anintelleCtualactivity andit alsohelpsin
avoidingconfusionuncertaintiestisks, wastage®tc.
2. Organizing -~

It is the procesof bringingtogetherphysical financial andhlkmaﬁesourceanddevelopingoroductive
relationshipamongsthemfor achievemenof organizationagoal§.AC&@rdingto HenryFayol,“To organizea
businesss to provideit with everythingusefulor its functioningi.e. law material tools, capitalandpersonnéis”.
To organizea businessnvolvesdetermining& providing hlfmarjand non-humarresourceso theorganizational
structure Organizingasa processnvolves: ‘

* |dentificationof activities. o

* Classificationof groupingof activities. N

* Assignmenbf duties.

* Delegationof authorityandcreationef responsibility.

* Coordinatingauthorityandresponsibilityrelationships.
3. Staffing

It is thefunctionof manningthe organizatiorstructureandkeepingit manned Staffinghasassumed
greaterimportancen therecentyearsdueto advancementf technologyjncreasen sizeof businesscomplexity
of humanbehavioretc. Theqalnpurposeo staffingis to put right manonright job i.e. squargpegsin squarehole
androundpegsin roundheles-Accordingto Kootz & O“Donell, “Managerialfunctionof staffinginvolves
manningthe organizatiomstructurethroughproperandeffectiveselectionappraisak developmenof personnel
tofill therolesdesignedur’the structure”.Staffinginvolves:

* ManpowerPlanning.

* RecruitmentSelection& Placement.

* Training& Development.

* Remuneration.

* Performancé\ppraisal.
4. Directing
It is thatpartof manageriafunctionwhich actuateshe organizationaimethodgo work efficiently for achieveme
of organizationapurposesilt is consideredife-sparkof the enterprisavhich setsit in motionthe actionof people
becaus@lanning,organizingandstaffingarethe merepreparationgor doingthe work. Directionis thatinert-
personnelspecbf managemenwhich dealsdirectly with influencing,guiding, supervisingmotivating
sub-ordinatdor the achievemenof organizationagoals.Directionhasfollowing elements:

-
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Objectives of HRM

Societal objective. To be socially responsible to the needs and challenges of society while minimizing

the negative impact of such demands upon the organization. The failure of organizations to use their
resources for society's benefit may result in restrictions. For example, societies may pass laws that limit
human resource decisions.

Scopeof HRM:

* PROSPECT®FEMPLOYESS * EMPLOYESSHIRING * REMUNERATION
* EMPLOYEEMOTIVATION * EMPLOYEEMAINTAINANCE
* INDUSTRIAL RELATION

Organizational objective. To recognize that HRM exists to contribute to organizational effectiveness.

HRM is not an end in itself; it is only a means to assist the organization with its primary objectives.
Simply stated, the department exists to serve the rest of the organization.

Functional objective. To maintain the department's contribution at a level apprOpriate to the
organization’s needs. Resources are wasted when HRM is more or less;sephisticated than the
organization demands. A department's level of service must be apprepriate for the organization it serves.

\

Personal objective. To assist employees in achieving their personal'goals, at least insofar as these goals

enhance the individual's contribution to the organization. Persoxnaly jectives of employees must be met
if workers are to be maintained, retained and motivated. @therwise, employee performance and
satisfaction may decline, and employees may leave the organization.

A

Nature of Human Resource Management 3

Human Resource Management involves management functions like planning, organizing, directing and
controlling

It involves procurement, development, maintenance of human resource

It helps to achieve individual, @rganizational and social objectives

Human Resource Management is a multidisciplinary subject. It includes the study of
management, psychelogy, communication, economics and sociology.

It involves team spirit and team work.

It is a contipgousStprocess.

Why Is Human Resource Management Important to All Managers? Why are these concepts and
techniques important to all managers? *Perhaps it's easier to answer this by listing some of the personnel
mistakes you don't want to make while managing. For example, you don't want to:

Hire the wrong person for the job

Experience high turnover

Have your people not doing their best

Waste time with useless interviews

Have your company taken to court because of discriminatory actions

Have your company cited under federal occupational safety laws for unsafe practices

Have some employees think their salaries are unfair and inequitable relative to others in the
organization

Allow a lack of training to undermine your department's effectiveness

e _____________________________________________________________________________________________________________|
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Who is HR manager?
The Human Resource Manager is a mid-level position responsible for overseeing human resources
activities and policies according to executive level direction. They supervise human resources staff as
well as control compensation and benefits, employee relations, staffing, training, safety, labor
relations, and employment records.
* Supervision
* Motivation
* Leadership
* Communication
SFRBLPOLYTECH NIT 1 EUTURER (AULSSUBIECTS STUBDVSMATERIAESAATH QUESTION
directingwork & workers.Motivation- meandnspiring, stimulatingor encouraginghe sub-ordinatesvith zealto
work. PoSkANKABMAWABLIEary non-monetaryncentivesmay be usedfor this purposeLeadershipmaybe
definedasa processy which manageguidesandinfluencesthe work of subordinates, desireddirection.
CommuUniBlioRARER-1/PARER 12 EUAL ST VRY MATERIAS WiH &h QBANIE AVBUABLEother It is a
bridgeof understanding. \
Controllin

5T S8 SURTEST) STHAY MATFRIAL S MY QBRI AYARAR S onit any o

ensureachievemenof organizationayoals.The purposeof controlllng.ls t\ensurahateverythmgoccursm
conformitepis /BB M 6URs) Beaif FOLICSFOB YR PEMIIAKCS MV iRNsR®IRESthey actually
occur.Accordingto TheoHaimann,’Controlling is the processf cheekingwhetheror not properprogresss
beingmadetowardsthe objectivesandgoalsandactingif nec’essarytp correctanydeviation”. Accordingto
Koontz& ‘PREDE 3Is(i.ml“nﬂﬁmm%ai%ferrecnonof performancectivitiesof subordinatem
orderto makesurethatthe enterpriseobjectivesand plansdeswedo obtainthemasbeingaccomplished”.
Thereforecontrolling hasfollowing steps:

&) TANGEDTOWTNEB)AALISUBIECT) STUDY MATERIALS AVAILABLE.

b) Measuremenof actualperformance®

¢) Comparisorof actualperformancevith the standardsndfinding out deviationif any.

d) Correctiveaction.

STUDY MATERIALS AVAILABLE

Scope of Human Resoure¢e Management

The scope of Human Resource Management refers to all the activities that come under the banner of
Human Resource Management. These activities are as follows.

ORGANISATION STRUCTURES:

INTRODUCTION:

* Managemenis a processnvolving planning,organizingdirectingandcontrollinghumaneffortsto state
of objectivesin anorganization.

* Thesecondphaseof managemenrocesss organizingwhich basicallyinvolvesanalysisof activitiesto be
performedfor achievingorganizationabbjectives groupingtheseactivitiesinto variousdivision,
departmentandsectionssothatthesecanbeassignedo variousindividualsanddelegatinghem
appropriateauthoritysothattheyareableto carryontheir work effectively.

CONCEPTOF ORGANISATION AND ORGANISING:

In managemerliterature,sometimeghetermorganizatiorandorganizingareusedinter changeably
because¢hetermorganizations usedin manyways.But it is not correctorganizations differentfrom
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Theories X and Y:

In 1960,DouglasMcGregorformulatedTheoryX andTheoryY suggestingwo aspect®f human
behaviouratwork, or in otherwords,two differentviewsof individuals(employees)oneof whichis negative,
calledasTheoryX andtheotheris positive,socalledasTheoryY. Accordingto McGregor,the perceptiorof
manager®n the natureof individualsis basedon variousassumptions.

Assumptionf TheoryX:

* An averageemployedntrinsically doesnot like work andtriesto escapet wheneveipossible.

* Sincetheemployeadoesnot wantto work, he mustbe persuaded;ompelled por warnedwith punishment
soasto achieveorganizationafjoals.A closesupervisions requiredon partof managersThe managers
adopta moredictatorialstyle.

* Many employeesankjob securityontop, andtheyhavelittle or no aspirationf/ambition.

* Employeegenerallydislike responsibilities.

* Employeesesistchange.

* An averageemployeeneedgormal direction. \9

Assumptionof TheoryY:

* Employeesanperceivetheir job asrelaxingandnormal. They exekgisgheir physicalandmentalefforts

in aninherentmannetin their jobs. N

* Employeesnaynotrequireonly threat externalcontrolandcogrmo to work, butthey canuseself-direction
andself-controlif theyarededicatedandsincereto achlevetheorganlzatlonabbjectlves

* |If thejob is rewardingandsatisfying,thenit will resultln employee$ loyalty andcommitmento organizatior,

* An averageemployeecanlearnto admitandrecogniz&heresponsibility.In fact, he canevenlearnto
obtainresponsibility. o

*  Humanresourceplanning:- Humanresourcajlanningor HumanResourcéd’lanningrefersto
aprocesdy which thecompanyto identify the numberof jobsvacantwhetherthe companyhas

excesstaff or shortageof staff andte,dealwith this excessor shortage.
o Job analysis design: - Another important area of Human Resource Management is job analysis.

Job analysis gives a detailed explanation about each and every job in the company.

4 b

o~

e Recruitment and séléetign’ - Based on information collected from job analysis the company
prepares advertisements‘and publishes them in the newspapers. This is recruitment. A number of
applications ar€, received after the advertisement is published, interviews are conducted and the
right employee s, selected thus recruitment and selection are yet another important area of
Human Resource Management.

e Orientation and induction: -Once the employees have been  selected
an induction or orientation program is conducted. This is another important area of Human
Resource Management. The employees are informed about the background of the company,
explain about the organizational culture and values and work ethics and introduce to the other
employees.

e Training and development: - Every employee goes under training program_which helps him to
put up a better performance on the job. Training program is also conducted for existing staff that
have a lot of experience. This is called refresher training. Training and development is one area
where the company spends a huge amount.

*  Theemployeesaveskills andcapabilities Their logical capabilitiesshouldbefully utilized. In

otherwords,the creativity,resourcefulnesandinnovativepotentialityof theemployeesanbe

lizedio ol Zationariol)
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Thus, we can say that Theory X presents a pessimistic view of employees” nature and behaviour at work,
while Theory Y presents an optimistic view of the employees” nature and behaviour at work.

If correlate it with Maslow" s theory, we can say that Theory X is based on the assumption that the
employees emphasize on the physiological needs and the safety needs; while Theory X is based on the
assumption that the social needs, esteem needs and the self-actualization needs dominate the employees.
McGregor views Theory Y to be more valid and reasonable than Theory X. Thus, he encouraged cordial team

relations, responsible and stimulating jobs, and participation of all in decision-making process.

Implications of Theory X and Theory Y:

Quite a few organizations use Theory X today. Theory X encourages use of tight control and supervision. It
implies that employees are reluctant to organizational changes. Thus, it does not @’G&nﬂ ge innovation.

anagers should create and

Many organizations are using Theory Y techniques. Theory Y implies that the &
encourage a work environment which provides opportunities to employees o ta nitiative and self-direction.
Employees should be given opportunities to contribute to organizatl%@- eing. Theory Y encourages
decentralization of authority, teamwork and participative demsmmakj} in an organization. Theory Y
searches and discovers the ways in which an employee can 111& sl Mcant contributions in an organization.
It harmonizes and matches employees” needs and aspu‘afff}xiwﬁ organizational needs and aspirations.
System Approach to Management: %

Following are the important features of systems app 1 to management thought:

1. System approach considers the organisation.as @ dynamic and inter-related set of parts. Each part

represents a department or a sub-systems Each.department has its sub-system. Continuous and effective
interaction of sub-systems helps to attamv,goals of the larger system. Thus, every sub-system is a system

and has sub-systems which tog%{‘ e an organisation a set of mutually dependent parts and their

sub-parts ﬁ“
. It considers the impact of beth near and distant future on organisational activities. Organisations

pes 1n the internal and external environmental conditions. They also act as

o]

constantly 1‘esp011;14

lynamic, competitive environment.

-
b \t"/

3. System approach integrates goals of different parts of the organisation (sub-systems or departments) with

market leaders in'fl

the organisation as a whole. It also integrates goals of the organisation with goals of the environment or
society in which it operates. Integration of goals maintains equilibrium or balance and enables
organisations to grow in the dynamic environment.

4. Tt synthesizes knowledge of different fields of study such as biology, sociology, psychology, information
systems, economics etc. As business organisation deals with different components of society, it makes
best use of different fields of study to improve interaction with its counterparts.

5. System approach enables organisations to frame policies that promote business objectives and social
objectives. Business operates in the social system and social values, culture, beliefs and ethics are
important constituents of business operations.

==~
MATHS/ENGLISH/PHYSICS/CHEMISTRY/MOP/COM.SCIIT/EEE/ECE/MECHANICAL/CIVIL/ICE/EIE AVAILABLE-8072230063.

Kindly send me your Questions & Keys to this email id - padasalai.net@gmail.com - Whatsapp No: 7358965593



https://www.padasalai.net/
https://www.padasalai.net/

www.Padasalai.Net www.CBSEtips.in

SRIMAAN COACHING CENTRE-TRICHY-TRB POLYTECHNIC LECTURER-MOP-STUDY MATERIAL-CONTACT:8072230063.
. _____________________________________________________________________________________________________|

Evaluation of System Approach:

The system approach has the following merits:

1. System approach provides a holistic view of the organisations and emphasises on their adaptive nature.

It increases organisation” s adaptability to environmental changes. The organisation is studied as a whole
and not through its parts. This enables it to adapt to the needs of the environment. Decisions are made
keeping in mind organisation-environment interface.

2. It analyses the system at different levels and inter-relates and integrates it into a unified set of direction.
Starting from individual goals, it focuses on overall organisational goals, synthesizes the two and converges
them into global economy.

3. System approach provides a framework for effective interaction of parts of the qrgaaajsation in a specific

9.

arrangement for attainment of its goals. It does not focus on one part of the 0

actlon of external

1fion of systems theory. System

4. It considers the impact of environment on the organisation and vice ver

environment with the internal environment is the most significant ¢contrib
approach, thus, analyses the organisation as an adaptive and d& g%gic eﬁtity.
5. System approach synthesizes the classical and behavioury*%joggs into a broader framework to solve

managerial problems. It, thus, focuses on 01'ganisati01@1 ti-dimensional in nature.

\ \
Limitations of System Approach: . 1

1. Critics of this theory claim this as a tﬁheo@t‘i’&%lw pproach to management. The way an organisation actually
/
works and solves problems (by ap ) In Elifferent techniques and methods) has no appeal in the theory.
2. Relationship amongst parts of thetorganisation is emphasised upon but the exact nature of inter-dependence

1s not defined. ?

3. Exact relationship bet rnal and external environment of the organisation is also not defined. For
s,

#

example, it specifi t change in economic policies necessitates change in internal policies of the
organisation but what changes are required to match the changes in economic environment is not talked
about.

4. System approach fails to provide uniform approach to management. Management practices change with
changes in environmental variables. No standard set of principles apply to all types of organisations. It has
added nothing new to the study of management. Even before this approach was introduced, managerial

decisions were taken keeping in mind the environmental variables. No specific decision-making techniques

are offered to deal with specific problems.

thn

. It fails to provide concepts that apply to all types of organisations. The small organisations are less adaptive
to environmental variables than large organisations. The theory assumes that most of the organisations are

big, complex and open systems. It, thus, fails to provide a unified theory.
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appraisal is conducted that is the Human Resource department checks the performance of the
employee. Based on these appraisal future promotions, incentives, increments in salary are
decided.

e Compensation planning and remuneration: -There  are  various  rules
regarding compensation and other benefits. It is the job of the Human Resource department to
look into remuneration and compensation planning.

« Motivation, welfare, health and safety: - Motivation becomes important to sustain the number
of employees in the company. It is the job of the Human Resource department to look into the
different methods of motivation. Apart from this certain health and safety regulations have to be
followed for the benefits of the employees. This is also handled by the HR department.

e Industrial relations: - Another important area of Human Resource Management is maintaining
co-ordinal relations with the wunion members. This will help” the organization to

prevent strikes_lockouts and ensure smooth working in the company.
TheoryX:

Managerawith TheoryX orientationmakethe following assumptlonaboutpeople

-- Averagehumanbeinghasaninherentdislike for work andwill aveidit, if hecan.

-- Theaveragehumanbeingis lazy andavoidsresponsibility. g,

-- Theaveragehumanbeingis indifferentto organisationatjeals. ]

-- Theaveragehumanbeingprefersto bedirected Wlshesto avoidresponsibility hasrelatively little
-ambitionandwantssecurityaboveall.

TheoryY:

Managerswith TheoryY orlentatlonmakethefolIowm“g assumptionsiboutpeople:

-- Theaveragehumanbeingdoesnotinherentlydislike work. Dependinguponcontrollableconditions,work
may be a sourceof satisfactioror a sourceof punishment.

-- Theaveragehumanbeingwill exerciseselidirectionandself-controlin the serviceof objectivesto which
heis committed.

-- Commitmentto objectivess afunetionof therewardsassociateavith theirachievement.

-- Theaveragehumanbeinglearnsunderproperconditions,notonly to acceptbut alsoto seekresponsibility

-- Thecapacityto exerciseéa relatively high degreeof imagination,ingenuityandcreativityin the solutionof
organisationaproblemss widely, not narrowly, distributedin the population.

Persohal management versus Human resource management

HRM has a long history of growing from a simple welfare and maintenance function to that of a board
level activity of the companies. In recent years, the focus on people management from human
capital/intellectual capital perspective is also shaping firmly. However, the hard fact is that this growth
can be generally witnessed in management literature and rarely in practice. Peripheral observation of
people management in organization can mislead the observers since; hardly there could be any
organization that is yet to rename its old fashioned title of industrial relations/ personnel /welfare/
administration department into HRM department. But, in practice, these organizations continue to
handle the people management activities the way they had been handling earlier. The reasons for this
could be many and varied. Among them, the potential reason is lack of clear understanding about the
differences between personnel/IR and HRM.

]
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BASIS FOR
COMPARIS

ON

Meaning

Approach

Treatment of
manpower

Type of
function

Basis of Pay

Management
Role

Communicati
on

Labor
Management

Initiatives

Management
Actions

Decision
Making

Job Design

PERSONNEL MANAGEMENT

The aspect of management that is

concerned with the work force and
their relationship with the entity is
known as Personnel Management.

Traditional

Machines or Tools
Routine function

Job Evaluation

Transactional

Indirect X
M >
Collective B@%g Contracts
P \L'

Piecemg

Procedure
Slow

Division of Labor

<

HUMAN RESOURCE MANAGEMENT

The branch of management that focuses on the
most effective use of the manpower of an entity, to
achieve the organizational goals is known as
Human Resource Management.

Modern
7"\
Asset 7/ PN
0
AN
Strategic fu mlg}h

0
/

5
Peﬁb&marfﬁe Evaluation

3‘1 ransformational

\.

S

Direct

Individual Contracts

Integrated

Business needs

Fast

Groups/Teams

Controlling: Controllingis concernedvith theregulationof activitiesin accordancevith the plans,whichin turn
havebeenformulatedon the basisof the objectivesof the organisationThus,controllingcompleteghe cycle anc

leadsbhackto Elanning.
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It involvesthe observatiorandcomparisorof resultswith the standardsindcorrectionof deviationshatmay
occur.Controlling helpsthe personnemanageto evaluatethe controlthe performancef the personnel
departmenin termsof variousoperativefunctions.lt involvesperformanceppraisalgcritical examinatiorof
personnetecordsandstatisticsandpersonnebudit.

Focus Primarily on mundaneactivitieslike Treatmanpowelof the organizatiorasvaluec
employeeniring, remunerating, assetsto bevalued,usedandpreservec

training,andharmony.

1. Personnel management function is often viewed as a function of the specialized staff.

Human resource management function is the responsibility of all the line managers in the organization.
2. Personnel management goal is employee orientation

Human resource management goal is organization orientation
3. Personnel management managerial function : \
Human resource management operative function ”~ \

4. Personnel management cooperative level manager concern '\ t}
Human resource management top level manager concern. £\ /

1
Personnel Management and Industrial Relations: /\ vV

N

The word personnel management is populan Mh;different names, such as staff management,
labour management, manpower management, industrial relations and modern times as human resources
management. Industrial relations refer to the“ﬂ{mbn between the employees and management.

Features in Personnel Management: N

X

1. Personnel management is conc\'éﬁma with managing people at all level in the organization

2. Itis concerned with e I&&es’ both as individuals and as a group
3. Itis a method of h %’k employees to identify and develop their potential.
lis

4. It is a method @ ing this potential for the attainment of organizational goals.

- - - o~ - - - -
It is required in ver anization, in the form of the services of the personnel manager.

- - "’
Characteristics of personnel management:

Maximum individual development: This principle stresses on the development of every person working

in an organization. Workers are able to fulfill the objectives of an organization with the minimum cost.
Hence, the employees in the organization should be properly developed. By this, employees will be able
to develop themselves to the maximum extent of their capabilities. Their ability, productivity and
efficiency can be used for achieving the objectives of the organization.

Scientific selection: For the proper co-ordination between work and workers, it is necessary to select the

right person for the right job. Workers should be selected after a careful weighing of the requirements of

thejobsontheotherhand,andassessmemndevaluationof the abilitiesandattitudesof manon the other

]
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High morale: It is necessary to have high morale among the workers in an organization. For this
purpose, ideal wage policy should be offered in the organization. Workers should be motivated by

monetary and non-monetary incentives.

Dignity of labor: Human resource management specially act, so that the workers feel proud of their

work or labor. Sometimes, like ‘work is worship’ notion should be developed in workers. This principle
requires treating every job and every jobholder with dignity and respect.

Team spirit: Team spirit must be developed in the workers. They should work collectively and they
should feel collective responsibility for the attainment of the objectives of the organization. For this

purpose, workers must have the sense of cooperation, unity and mutual trust. | A»-\

Effective communication: There must be effective channel of communi é(}between the management
and the workers. The orders of higher authorities should reach themoh@g while worker’s request and
grievances should reach the higher authorities in a proper way. mmrpunlcatlon system is not effective,
then there will arise complex problem like mistrust, ha e’ﬁ’qnd ﬂf-wnl and this in turn affects the
production of the organization. )\ v

Fair remuneration: Labour should be given fair aq& preper compensation for the work they rendered.
They should also be given fair incentives or‘rewards to recognize good performance. This develops

industrial peace. N

Effective utilization of human resourcég: he skills and abilities of human resources should be

b %
effectively utilized. Proper tr nlmilities should be provided to workers. Human resource
management is an art to get% k done by the people, to get the desired result. For this employees
m

should be given humanl nt in the organization.

Participation: This{wb)le emphasizes the idea of labour participation in the management of the
enterprise. Workers participation in management aims at increasing productivity of labour by improving
co-operation between employer and employees.

Contribution to national prosperity: This principle stresses to provide a higher purpose of work to all

employees and to contribute to national prosperity. For this purpose, human resource management
should develop the sense of participation in labour to make them realize that their efforts alone can
contribute to the prosperity of the organization and of the country

]
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RB-POLYTECHNIC LECTURER-(NEW SYLLABUS
STUDY MATERIALS AVAILABL

* MATHEMATICS STUDY MATERIAL with Question Bank.

» ENGLISH STUDY MATERIAL with Question Bank.
2 PHYSICS STUDY MATERIAL with Question Bank.

# CHEMISTRY STUDY MATERIAL with Question Bank.

2 MODERN OFFICE PRACTICE STUDY MATERIAL with Q.B.
> COMPUTER SCIENCE STUDY MATERIAL with Question Bank.
2  INFORMATION TECHNOLOGY STUDY MATERIAL with Q.Bank.

> ECE STUDY MATERIAL with Question Bank.

# EEE STUDY MATERIAL With Question Bank.

> MECHANICAL STUDY MATERIAL With Question Bank.

= CIVIL STUDY MATERIAL With Question Bank.

2 EIE STUDY MATERIAL with Question Bank.

» ICE STUDY MATERIAL with Question Bank.
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UG-TRB MATERIALS

: TAMIL MATERIAL WITH QUESTION BANK.

: ENGLISH STUDY MATERIAL +Q. BANK (T/M)

: MATHEMATICS MATERIAL WITH Q. BANK (E/M)

: PHYSICS MATERIAL WITH QUESTION BANK (E/M
: CHEMISTRY MATERIAL + QUESTION BANK (E/M)
: HISTORY MATERIAL + Q.BANK (T/M & E/M)

: ZOOLOGY MATERIAL + QUESTION BANK (E/M

: BOTANY MATERIAL +QUESTION BANK (T/M& E/M)

: GEOGRAPHY STUDY MATERIAL (E/M)

DIET /SCERT/GTTI STUDY MATERIAL AVAILABLE.

PG-TRB MATERIALS

2 PG TRB: ENGLISH MATERIAL WITH QUESTION BANK.

PG TRB: TAMIL STUDY MATERIAL +QUESTION BANK (T/M)

PG-TRB: MATHEMATICS MATERIAL WITH Q.BANK (E/M)
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“* PG TRB: PHYSICS MATERIAL WITH QUESTION BANK (E/M
PG TRB: CHEMISTRY MATERIAL + QUESTION BANK (E/M)
PG TRB: COMMERCE MATERIAL WITH Q.BANK (T/M)&(E/M
PG TRB:ECONOMICS MATERIAL+Q. BANK (T/M & E/M
PG TRB: HISTORY MATERIAL + Q. BANK (T/M & E/M)
PG TRB: ZOOLOGY MATERIAL + QUESTION BANK (E/M
PG TRB: BOTANY MATERIAL +QUESTION BANK (T/M& E/M)

4 PG TRB: GEOGRAPHY STUDY MATERIAL (E/M)

»> TRB-BEO STUDY MATERIAL (T/M & E/M) AVAILABLE

PG-TRB: COMPUTER INSTRUCTOR-GRADE-I (NEW
SYLLABUS)-2022-2023 STUDY MATERIAL AVAILABLE
10% Discount for all materials. Materials are sending through

COURIER.
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