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 Chapter Outline

1.1 Meaning and Definition of Human
Resource Management

1.2 Characteristics of Human Resource
Management

Introduction to Human Resource
Management

1.3 Importance of Human Resource
Management

1.4 Functions of Human Resource
Management

T

=S

¢ o Human resources of an organisation are
the aggregate of knowledge, skills, aptitudes of
people working i it. The management of these
resources 15 called human resource management.

,1;3‘_ MEANING AND DEFINITION OF
1', 1,‘ ' HUMAN RESOURCE MANAGEMENT
f‘ }_Hum:m Resource Management (HRM) is
‘hat part of management which is concerncd
with people at work and with their relalionships
within the organisation. It seeks to bring together
men and women who make up an enterprise,
enabling cach to make his'her best contribulion
to its success both as an individual and as a
member of a working group. :J
Definitions of HRM

Human Resource Management may be
defined as that field of management which has to
do with planning, organising and controlling the
functions of procuring, developing, maintaining
and utilising the labour force, such that the -
\ @petectives for which the company is established

are attained economically and effectively,
(b, objectives of all levels of human resources
are served to the highest possible degree, and
(c) objectives of society are duly considered and
}mrnd“ — Michael J. Jucious.
Human respurce management is “the
planning organising, directing and controlling
of the procure development, compensation,
integration, ‘maintenance and reproduction of

L
-

human resources to the end thal ndividual,
organisationak and socictal objeclives Bre

accomplished. — Edwin B. Flippo

1.2 CHARACTERISTICS OF HUMAN
_“RESOURCE MANAGEMENT

On the basis of the definitions given
above, the following features of human resource
management ¢an be wdentified

1. Comprehensive Function, Human
respurce management is concermed with
managing people at work. It covers all types of
people at all levels in the organisation. It apphes
to workers, supervisors, officers. managers and

other types of personnel.
2. Péople-oriented. Human resource

manigement is concerned with employees as
individuals as well as groups. It is the process
of achieving the best fit between individuals,
jobs, organisations and the environment it Is
the process of bringing people and organisations
together so that the goals of each are mel

3. Action-oriented. Human resource
manapement focuses on aetion rather than on
record-keeping or procedures. | It siresses the
solution of human resource problem to achieve

both organisational objectives and employees’

personal goals

4. Individual-oriented. Under human
resource-fmanagement, every employee is
considered as an individual so as 1o provide
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services and programmes to facilitate employee
satisfaction and growth. |

5, v pmeat-oriented. Human resource
ma ment is concerned with developing
poteniial of employees so that they get maximum
satisfaction from their work and give their best
efforts w0 the r.:ru:gmnis.al.im:.'j.L

6. Pervasive Function. Human resource
mmM:misinhemt in all organisations and
at all levels. It is not confined to indusiry a'one,
It is equally useful and necessary in governmet,
armed forces, sports organisations and the
like. It permeates all the functional areas, eg.,
production, marketing, finance, research, etc.
Each and every manager is involved with human
resource function. In big organisations, there is
generally a human resource department. But this
department only provides expert staff, advice and
assistance. The authority to take decision about
people lies with the operating executives,

Human resource management is not
something which can be turned over to a human
resource department. It is the responsibility of
each and every manager. When a human resource
department is created, other managers are not
relieved of this responsibility. This department
to Scott ef al. “human resource management is a
responsibility of all those who manage le as
well a8 being a description of the work of those
who are employed as specialists, It is that part
of management which is concemed with people
al work and with their relationships within
mlupnu." Human resource management is a

like water from a faucet; it cannot be practised
only one hour each day or ome day a week
Human resource management requires a constang
glertness and awareness of human relations ang
their imporiance in everyday operations,

ISC Busmess Stodics Pare-2 for Class - X010

8. Future-oriented. Human resource
manggement 15 concerned with helpmmg ar
orgamisation achieve s objectives mn the future
by prm‘in.imE tor competent and well-motivaied
employeces.

9. Challenging Function. Managing of
human resources 15 a challenging job due w the
dynamic nature of people. People have sentiments
and emotions s0 they cannot be treated like
machines. It is, therefore, necessary o handle
them tactfully. It is not simply managing people
but administering a social system

w.u}f. Science as well as Art. HRM |
@ science as it contains an organised body
of *nowledge consisting of principles and
techmuques. [t is also an ant because it mvolves
applicacion of theoretical knowledge w the
problems of human In fact, handling
people 18 one of the most creative art

11. Staff Function. The function of human
resource management is advisory in nature,
Human resource managers do not manufacture or
sell goods but they do contribute to the success
and growth of an organisation by advising
the operating departments on human resource
matters. Like the director of a movie, their
performance can be judged from the success of
the total organisation.

12. 1"'1.'I-Iil.ll*g Dilttpline. Human resource
management is of comparatively recemt arigin
It started in the last part of the 19th century. |t
is relatively a new specialised area as compared
o manufacturing and marketing.

13. Interdisciplinary. Human resource
drawn from several disciplines like sociology,
anthropology, psychology, economics, ete. In
order to deal with human problems effectively,
8 MmARAGEY depend upon such knowledge.
In modern days, Human Resource Munagement

management 15 similar 10 the nervous system
n the human body. The nervous system is not
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Introduction to Human Resource Munugement
an adjunct to the body but is inherent in the
whole body and intimately associsied witly jis
every movement. Similarly, human resource
management 15 Dol an extrancous element o the
organisation structure. Rather it lies embedded in
the structore, 15 inherent in ils functioning and
an integral part of the process of management
itself. Human resource management cannot be

separa f the basic management function,

15. Part of Management Process,
HRM is a"kssential element of the process of
management.

Sigaificance for an Enterprise. Human
resource management can help an enterprise
i achieving its goals more efficiently and
effectively in the following ways :

(&) Aftracting and retaining the required

~ talent through effective human resource
planning, recruitment, selection,
placement, orientation, compensation
and promotion policies.

wmsmumﬂhm right
attitudes among the cmployees through
training, development, performance
appraisal, etc.

E} Securing willing cooperation of employees
through motivation, participations,
grievance handling, etc.

‘y}mm the available human
FESUUrCES,

(e) Ensuring that the enterpnse will bave
r in future a team of competent and
dnm employees.

Significance. Effective
L u-f human resource belps to

mmwﬂmm It permits
mmlmﬂmﬂthwmnsl

Ll

[l} "Fmﬂﬁng maximum opportunities
~~ for personal ﬁvﬂﬁpm:nt of each
employee,

i
(br Maintaining healthy relationships
amaong individuals, and different weor
Eroups
(¢) Allocanng work properly
5. Social Significance. Sound human
resource managemen! has a greal significance

fir the society.| It helps 10 enhance the digmiry
of labour in the following ways

(a) Providing suitable employment that

¢ provides socizl snd psychological
satistaction o people

(b)-Maintaining a balance between the jobs

available and the jobseekers in lorms

of numbers, gualifications, needs and

aptitudes.
i J"«:’-’r

{c) Ellmmﬂtm.g waste of human resources
through conservahon of physical and
mental health.

4. National Significance. Human
r¢source management plays a vial role m
the development of a pation. The effective
exploitation and utilisation of a nation's patural,
physical and financial resources reguire an
efficient and committed manpower The level
of development in a country depends prmanly
on the skills, attitudes and values of s human
their people ard underdeveloped. Effective
management of human resources belips 10 speed
up the process of economic growih which, n
turn, leads to higher standards of living and
faller employment

Human resource managemen: is the central

of an organisation as can be seen
from Fig. 1.1. )

As the central subsystem, HRM mieracts
closely and continvously with all othes
subsystems of an organisation. The quality
of people in all subsystems depends largely
upon the policies, programmes and practices
of the HRM subsysiem. The quality of human
resources determines in tum the success of an
organisalion.
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Fig. 1.1 : HRM as Central Subsystem in an Organisation

l According to Lawrence Appley,
“management is the development of people,
not the direction of things,” Human resource
management has become very significant in
recent decades due to the following factors |

I. Increase in the size and complexity

of organisations, e.g., a multinational
corporation employing millions of
persons, globalisation of business,

2. Rapid technological developments like

automation, computerisation, efc.
3. Rise of professional and knowledgeable
waorkers.

4, Increasing proportion of women in the
workforce.

}ﬁmﬂl of powerful nationwide trade

unons.

-

6. Widening scope of legislation designed
to protect the interests of the working
class.

7. Revolution in information technology

that might affect the work force.
8. Rapidly changing jobs and skills requiring
long-term manpower planning.

9. Growing expectations of society from
employers.
10. Rising costs and shortage of highly,
trained labour.

Human Resources as a Competitive Advantage
( As & result of globalisation and economic
liberalisation competition has intensified Now
Indian firms face competition not only from
one another but from foreign firms as well. In
order to face global competition. a company
must seek a competitive advantage from Even
possible source. Human resources can be turned
mio a competitive advantage by improving
their knowledge, skills, motrvation and morale
By developing, retaining and engaging talen
3 company cam gain an advantage over its
mmp-r.titurs‘.} Human resources are the most
valuable assets because they utilise physical and
financial assets and make them more productive.
4 HR professionals can play a vital role
in making human resources a competitive
advantage. They are experts in the acquisition,
development, retention and engagement of
people. They can advise and assist management

in solving people related problems and in
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Intraduction to Human Resource Mansgement
shaping human resources as a force that can face
any challenge.

[ People are the biggest determinant of a
company's fortune. In the words of Nurayan
Murthy “our greatest assets (people) walk out
the door every single night and walk back
next moming.” HRM is the backbone of any
organmisation. 1ts role is critical as it leverages an

organisation’s human capital through people and
new ter:hnnlugies.}

1.4 FUNCTIONS OF HUMAN
\'["": RESOURCE MANAGEMENT

\eManagement of human resources consists
of several inter-related functions. These functions
are common to all organisations though every
organisation may have its own human resouce
management programme. These functions of
human resource management may broadly be
classified into two categories, viz., (1) managerial
functions, and (2} operating functions.

1.4.1 Managerial Functions

Managing people is the essence of being a
manager. [Like other managers, & human resource
manager performs the functions of planning,
organising, directing and controlling.

1. Planning. Planning 1s the process of
deciding the goals and formulating policies and
programmes to achieve the goals) In the area of
human management, planning involves
deciding [ human resources goals, formulating
human resource policies and programmes,
preparing the human resource budget. ete)

2. Organising. In order to implement the

l{ a sound organisation structure is required.
L[kgunhing is the process of allocating tasks
among the members of the group, establishing
authority- r:spnmmﬂﬂjf relationships among
them and integrating their activities towards the
common objectives. In this way, a structure of
relationship among jobs, personnel and physical

factors is dﬁ‘-‘elnyed’,,

™

b |

3. Directing. Directing is the process oi
motivating, activating, leading and supervising
people. Directing inclndes all those ilfi'ixllt'l'dh.
by which a manager influences the actions 0f
subordinates.} Directing also helps in building

sound individual and human relations m the
Organisation.

4. Controlling. It implies checking,
verifying and regulating 1o ensure that everything
oceurs in conformity with the plans adopted
and the instructions issued. Controlling the
management of human resources involves
auditing training programmes, analysing labour
turnover records, directing morale surveys,
conducting separation interviews and such other
means,

B;Zrﬂpmtive Functions

The operative or service functions of
human res0urce maﬂagﬂmﬂﬂl are L‘D[I.El:fﬂl:d
with specific activities of procuning, developing,
compensating and maintaining an efficient work
force.

1 curement Functiond It 1s concerned
with securing and emploving the nght kind and
proper number of people required 1o accomplish
the organisational objectives. It consists of the
following activines :

(a) Job Analysis, 1t 15 the process of studying
in detail the operations and responsibilities
mvolved in a job so as to wdentify the nature and
level of human resources required 1o perform
the job effectively, Job descriptions and job
specifications are prepared with the help of
information provided by job analysis.

‘__’jb]rﬂumﬂ Resource Planning. It s the
process of estimating the present and future
manpower requirements of the orgamsation
preparing inventory of present manpower and
formulating action programmes to bridge the
2aps in manpower,
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(¢} Recruitment. [t is the process ol
_l.eﬁ‘i{*hillg for required human resource and
simutaing them to apply for jobs in the
CEEaNisaiin.

(d)Selection. It implies judging the
suitabifity of different candidates for jobs in the
orgamisanion and choosing the most appropriate
people.

(¢)-Placement. It means assigning suitable
Jobs 1o the selected candidates so as to match
emploves qualifications with job requirements.

(f) Induction or Orientation. It involves
familiarsing the new employees with the
company, the work environment and the existing
employees so that the new people feel at home
and can start work confidently.

g\ ]'[ 2. Development Funetion, Human resource

eveiDpment is the process of limproving the

knﬂ'a.ledgt._ skills, aptitudes and values of

employces so that they can perform the present

and future jobs more effectively.YThis function
compnises the following aclivities,

{y, Performance and Potential Appraisal. [t
imphies systematic evaluation of employees with
Fespect 10 their performance on the job and their
potential for development. )

(b Training. It is the process by which
employees leam knowledge, skills and attitudes
to further organisational and personal goals,

. (&) Executive Development. |t ic the
process of developing managenal talent through
dppropriate programmes.

: Ll_:d_}_ﬂur&r Planning and Development, It
volves planming the career of employees and
mplementing career plans so as to fulfil e
career aspirations of people,

3. Compensation Function, [y refers gy
providing equitable and fair remuneration o

ISC Business Studies Part-2 for Clygs n
employees for their contrbution 1o the dllayng,,
of mgani:.anuuul objectives.) It consisyy |
['ullﬂ"-'-'mg achivilies,

() Job Evaluation. It 18 the prog,
determining the relative worth of a job

(h)Wage and Salary Administratio, |
implies developing and operating a suitab
and salary programme.

(¢)’Bonus. It involves payment of
undef the Payment of Bonus Act, 1965 4,
as non-stalutory bonus and other incentives

4. Integration Function. It 15 the o
of reconciling the goals of the organisan,
with those of its memberd,_Integration invol,
motivating employees through various finane,,
and non-financial incentives, providing |
satisfaction, handling emplovees grievan...
through formal grievance procedures collecr.
bargaining, workers' participation in Managemer
conflict resolution, developing sound humar
relations, employee counselling, improving
quality of work life, eu:?n

. 3. Maintenance F ction. It is concemed

with protecting and promoting the physical and
mental health of employees. For this purpose
several tl"T'“ﬁ of fringe benefits such as housmg
;ﬂ;ﬂ;:il tﬁme:l;m::u;al facilities, ctc. arc
like provident Fun: ) g O —y
o AL t Pension, gratuity, _
PEnelts, injury/disablement allowance, group
10 TACC et are also arranged. Health, safers
and welfare measyrec E : :
iha b Ures are designed 1o preserve

uman resources of the ﬂf‘gmliﬁﬂtinn_:;
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: SUMMARY
s the management of human resource; |

Human Resource Management (HRM| mean t onented, pervasive ONgoi,

i i velopmen
comprehensive, people oriented, action oriented, de - r:ﬂf B s
and challenging function. It serves as the nervous sys

i and operative ﬂprgh_..,__:- "
managerial (planning, organising, directing 3”':" T’:_:::l:;gft - cl:lnnip
development, compensation, integration, and mainte

e ( EXERCISES ) P —
\\}ﬁrﬁnsmr Type Questions

1. Define ‘Human Resource Management”.

2. "HR function is said to be pervasive”, How? P e
3. "Management of human resources is the responsibility of every manager” Commen,

4. Why human resource management is called a challenging job?

er Type Questions
What is Human Resource Management? Describe its characteristics,

2. "HRM plays a vital role both in an organisation and in the society.” Explain

3. "As a result of globalisation and liberalisation, HRM has acquired a strategic importance
organisations.” Discuss.

4. Why is HRM considered important?

5. "HRM involves two categories of functions-managerial and operative”. Describe these functions

1. "Human Resource Manag is“wider than staffing.” Comment.

Ans. Staffing is 4 part of human kesGurce Mmanagement though the functions involved in both are the
sama, Sftafﬁng is concerned with the procurement, development, Compensation, integration
and maintenance of executives. O the other hand, human FEsource management involyes the
procurement, development compensation, integration and

’ 4 x I'I'I'ﬂiﬁtE HWES
(b s PR nance of both execunve
2. Enumerate the characteristics of Human Resource Management.
Ans. (i] Human resourge management is a part of the Management process
(ii) The scope of HRM is very wide. | ’
(iii] HRM is the responsibility of BVEry manager.

[iv] HRM is cancerned with Peeple at work and their rale
as individuals and as Eroups, i rElat_innsh[p_ 't deals with ik

3.4 JIRM has multiple objectives” Elucidate,
A /HRM has three types of abjectives -

i) Organisational objectives - 10 ensure off
C['Enty'and effe-cﬁw et
(i} Employee objectives — to ensure maximum development A ness of the organisation.

(iii) Social objectives - to ensyre industria| Peace and = iﬂﬁsfar:ﬁun of every employee.
Ogress in SOCiety.
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Job Analysis and Manpower
Planning

 Chapter Outline

2.1 Meaning and Relevance of Job
| Analysis
Meaning and Relevance of Job
Description or Position Description
Meaning and Relevance of Job
Specification or Man Specification

2.2

2.3

by

Meaning and Relevance of Job _
Enlargement |

Meaning and Relevance of Job
Ennchment

Meaning and Relevance of
Manpower Estimation

286

As stated carlier the success of an
orgamsation depends largely on the guality of
its people and their effechive management. No
preamsation can be suceessful without having
the right pumber and the nght type of people.
In order to procure the right quanfty and the
right quality of employees, 1t 1s necessary to
obtain full information about the nawre and
requirements of all the jobs in the organisation:
Such information can be obtaimed through job
analysis, job description and job specification,

21 Wknis Ao ReLEvaNGE
1 AND -
- JOB ANALYSIS 47 b
Meaning : Job analysis is a formal and
detailed study of jobs. It refers to a scientific and,
systematic analysis of a job in order to ;E-htam
all pertinent fact about the job. (Job analysis has
been defined as “the process of determining by
observation and study the tasks, which comprise
the job, the methods and equipment used, and
the skills and attitudes required for successful
performance of the job.” Job analysis 1s
essentially a process of collecting and analysing
data’ relating to a job. It is a part ﬂ_F-_:ﬂfi_:rﬂH
work planning called “work design’JA job can
be analysed only after it has been designed and
someone is already performing it. Job analysis is,

therelore, performed upon ongoing jobs, As jobs
are always subject to change, a job analysis may
become obsclete within a short peniod of tme.
Job analysis provides the following informaton
aboul a job :

i) Jdﬁ'_lﬁt}' of the job in terms of s title and

« code number.

(ii) The“operations and tasks involved in the

L-Job including their timing, significance,
complexity and sequence.

(iii) Location, physical setting, hazards and
discomforts, supervision given and received
and other significant charactenstics of the
Joh.

\[i}/ﬁuﬁes involved in the job along with the
frequency of occurrence of each duty.
(v) AMaterials, methods and equipments wsied
in pcrﬁ}rmi:ng the joh.

(vi) How the job is performed. ie.. the
nature of operations like clearing, ifling,
handling. drilling, feeding, driving,
guiding, assembling, etc.

(vily Relationship of the job with other jobs 10

\ the isation.

{HWM attributes required for

. performing the job, .g.. physical strength.
education, mental skills. attitudes.,

experience, lraining, elc.
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'-_:’ffHEIevance . Job analysis is essential lor
effective management of human resources. [
main uses are as follows :

_1- Organisational Design, Job analysis is
usetul in classifying jobs and interrelationship
among them, Responsibility commensurate
with authority and accountability for various
jobs can be specified so as to minimise
duplication or overlapping.(In order to improve
organisational cfficiency, sound decisions
concerning hierarchical positions and functional
differentiation can be taken on the basis of
informatign obtained through job analysis.)

2 Human Resource Planning. Job analysis
provides useful miormation for forecasting
manpower requirements in terms of knowledge
and skills. It also helps in planning for promaotions
and transfers by indicating lateral and vertical
relationships between different jobs | Job analysis
helps in determining quality of human resources
required in an organisation. It also facilitates
division of wark. Therefore, job analysis 13 an
essential element of effective human resource
planning.

3. Récruitment and Selection. Information
relating 1o the tasks, responsibilities, knowledge
and skills serves as a realistic basis for hiring
peaple. Job vacancy is advertised on the basis
of job description and job ﬂpuuiﬂcminql:, Job
analysis provides understanding of what an
cmployee is expected to do on the job. Such
understanding serves as the basis for meammngful
forecast of job performance. Selection methods
are based upon such forecasts. )

4. Placement and Orientation, A clear
underﬁanding of job reguirements helps in
malching these requirements with the abilities,
interests and aptitudes of peoplef Each job can
be assigned to the person who is Best suited for

it. Similarly, the orientation programune can be
veared towards helping the employce leam the
activities, tasks and dutics that are reqguired 1o
perform a given job more cffﬂcﬂ?elj’,j

5 T raining and Development. Job analysiy

provides valuable information required to identify

o

15¢ Business Studies Pant-2 for Clag, X1
training needs. t© design framing progrg,
and to evaluate traimng effectiveness. 4 _'I"-
idea of what is required on a job pej,
deciding what 15 10 be learnt and how, !'.‘l!:"lliitl'i-l
employet development pl'nj__rl'zl_llurl-::a such ag
rotatian, job enlargement and Job enrichmen,
based on analysis of job requirements

&, Performance Appraisal. Job uny
helps in determining performance standards
critical parts of a job. Employee perform,,
can then be evaluated against Known stands,g
and critical activities. The superiar can compy,,
actual pg]‘fﬂmjﬂnﬂ:ﬂ: with the standards seq ith
the help of job analysis.

7 Career Path Planming. Job ana|,.
provides & clear idea of opportumities in terms o
career paths and jobs available in the organisas
With the help of such understanding employe,
and the organisation both can make cffons &,
career planning and career development

8. Job Design. With the help of knowled,,
about job requircments, improvements in worl
design and work methods can be made to improv,
productivity and job satisfaction. This takes o
forms, namely industrial engineening and human
engineering. The former is concerned witl
measurement, simplification and improvemen
of work 30 as to improve efficiency and reduce
costs. The latter involves redesigning jobs w
match the physical and psychological capahilities
of employees.

9. Job Evaluation. Job analysis serves as
the basis for determining the relative worth of
different jobs. It, therefore, helps in developing
appropriate wage and salary structures, wub
internal pay equity between jobs,

10. Labour Relations. Information
obtained through job analysis is helpful to botl
management and trade unions for collective
bargaining. It can also be used to resvlve
disputes and grievances relating 1o workload
work procedures, ete.

I1. Employee Counselling. Job analysis
provides information about career choices
and persormel limitations, Such mformation 15
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Jih and Munpower Planning

helptul in vocational gusdance and rehabilitation
counselling. Employees who are unable to cops
with the hazards and demands of given jobs may
be advised 1o opt for subsidiary jobs or o seek
premalure, retirement, -

12, Health and Safety. Job analysis reveals
unthealithy and hazardous environmental and
pperational conditions in various jobs, Heat,
noise, dust, fumes, etc. are examples of such
conditionsi On the basis of such information,
management can develop measures o ensure the
health and safety of emplovees,

Thus, job analysis provides information
which is useful almost in all the operative
functions of human resource management.

N?MEﬁHlHG AND RELEVANCE OF
' JOB DESCRIPTION OR POSITION
DESCRIPTION r:_f.qf&

Meaning : The data collected through
job analysis provides the basis for preparing
joh descriptions and job specifications) Job
description 1% a functional description of whit the
job entails. 1t 15 deseriptive i pature and defines
the purpose and scope of a jobiiJob description is
a written record of the appropriate and authorised
contents of a jobSIt 15 a factual and organised
statemnent describing the job in terms of its title,
location, tasks, duties, responsibilitics, working
conditions, hazards and relationship with other
jobs. It tells us what is to be dong, how it is
to be done and wh}r.)l' he main object of a job
description is to differentiate it from other jobs
and to sel out its ouler Iimits{Jﬂh description
is an important document as it helps (o identify

the job and gives a clear idea of what the job is. )

2.2.1 Relevance of Job Description

Joh description is helpful in the following

areas of human resource management
e grading and classification.

A Tacement of new emplovees on a job.
Jrientation of new employees wwards
basic duties and responsibilities.

(i Promotions and transfers.
{Wﬁntng and outlining carcer paths,

¥ o= e s 2 [
Wil REIJ.TC"‘._':.‘.‘iﬂII ol ._-_.._rll_'k.ﬂllL!...\ e BLEREHRE

dutics and responsibilities

(vii) Investigating accidents
{viii) Locating faulty work procedurcs and

duplication of papers

{ix) Work measurement and work
3 improvement.

(x) Defining the limats of authonty.

{x1) Health and fatigue studics
(xiip-Beveloping performance standards
(xiii} Establishing a common undersianding

of a job between management and

workers.

{xiv} Determining jobs for occupational
therapy.

(xv) Employee counsefling and vocational
puidance.

(avi) Organisational chanpe and development
(xvii) Framing questions to be asked m the
selection interview,

Some entarprises prapare more than one job
description for each job. A brief version 15 used in
hiring cmployces while u detaled version s used
in training and evaluating a job. The job analyst
first prepares the preliminary draft from the data
obtained through job analysis. Comments and
surgestions of the jobholder and the supenior are
obtained, Alter this the final draft 15 prepared. A
job description is not a perfeet reflection of a job
Moreover, jobs are modified when work patierns
in the organisation are changed. Jobs tend 10 be
dynamic not static, Therefore, job deseniption
canh quickly become outdated. It is necessary to
make a job description as accurale as possible
The concemed parties should record appropnate
information depending on 1ts uses. They should
also agree that a job description farly reflects the
job. Some degree of subjectivity enters mip job
description. Job description reduces flexability
and it has been caticised on the ground that a
job 15 largely what the jobholder makes 1t o be.
Job descriptions once prepared are penodically
reviewed and wpdated in the light of changing
conditions and shortcomings revealed,
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Table 2.1 ; Specimen of Job Descriptiol .~ iy
Job Tile Manager, Wage and salary administranen
i
Code Number HR/1703 B
parimm IVISIOn.
D, nt Human Resources _ N
Job Summary Responsible for company Wage and salary p:;i‘imr::; i
| job evaluation, Wage survevs and benefits s -
fob Dutics (1) Supervises job analysis studies and approves final fory,
descriptions.

Develops, executes and monitors job evaluation procedur.
Acts as chairman of the company-wide job evaluay,.
committes.
(iv) Conducts periodic age and salary surveys in the commumin, i
industry.
(v)] Administers the company's fringe benefils programm:
Recommends changes in and additons to existing benefi:
Working conditions Normal working conditions. Eight hours per day. Five dave o wel
Supervision Reports to the Director. Human Resources and exercises super o
on officers in the wage and salary department in the Huma
Resource Division of the company.
Relationships (a) With equivalent levels of management m other departments
(b) Maintains social and official contacts with local officials

(1)

{1t}

$s ] ]
(What the job is) (What the job requires) Job Evaluation
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23 M NG AND RELEVANC
E
, B SPECIFICATION OR MAI'? P
SPECIFICATION rafiy |
(el

Iob specification or man specification
or I.'.‘:I'I.]E?lﬁ.l-}'l:'l.'_‘ specification is a statement of
the minimum acceptable human qualitics
required for the proper performance of a
job. It is a written record of the physical
mental, E-.D{'iﬂ]: psychological, and hﬂhtl;'ii}umi
charactenstics which a persan should possess
in order to perform the job effectively, Whysical
r'J.'E.ﬂ!'F_‘-:i'-:.‘rEi“-".i‘!e'r.'.\' include height, weight, chest
vision, heanng, health, age, vVoice, pni;;e, Emm;
and J‘qM coordination, elc, Menral charaeteriviics
consist of general intelligence, memory,

\ 'Eg;uf 3 ¢ Distinction between Joh

il
judgement, ability to concentrate, foresignt,
ete. Social and psychological characteristics
comprise emotional stability, fexibility, personal
appearance, pleasing manners, initiative drive,
conversational ability, efe. {Other pEﬂ-"JJ:m'
choracteristics include sex, education, family
background, job experience, extra-curricular
activities, hobbies, ete, All these traits may be
classified mto three categonies

{a) Essential attributes which a person mus
POSSCES,

(b) Desirable attributes which a person
ought to posscss.

(¢} Contra-indicators which wall become 2
handicap to successful job performance

Description and Job Specification

Job Specification

A written statement of the gqualities
required for performing a job
Education, traiming, eXpeTience,
aptitudse, e, required for 2 particular
Jab

To facilitate Teeruitment, selection |
training, etc. of people for the job
Prepared after job description

Basis of Distinction Job Description

1. | Meaning A written statement of the contents
of a job

2. | Contents Title, duties. working conditions,
supervision, relationships involved
in a job

3. | Purpose To identify, define and describe a job

4 | Sequence Prepared hefore job specilication

Relevance : Job specification tells what

kind of a person is required for a given job,
It serves as a guide in the recruitment and
selection processes. It is also helpful in traming
and appraisal of employees. Job specification is
criticised on the ground that it involves a great
deal of subjectivity. It 15 restrictive in pature 8s
it rostricts the development of an individual in

Tahle 2.4 : Joh Specification

the job. Organisations gencrally tend 1o speiify
relatively high requirements for formal sducation
and training with the result that highly yuahfied
personnel end up doing routine jobs. Despite
lhese problems, it is necessary to specify for
every job the minimum acceptable human
qualitics. A specimen job specification is given

below :
JJ_.-"'"

of Compensation Manager
e

Pasition Title :
Department

Edycation and Training (2] A

(b) MDBA W

HRM or othet

(ci A degree or diploma in labour law will

qualification.

Manager, wage and administration.

Human Resource Division. :
good bachelor degree wi
ith specialisation in

th at least 50 per cent marks.
HRM/MA Social Work/Diploma in
cyuivalent qualification.

be an additional desirable

__—‘
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Meaning : Job Enlargement is the process
of increasing the scope of a job by adding more
tasks 1o it. The related tasks are combined, The
widened and more complex job is expected to
satisfy the higher order needs of employees.

Due to variety of tasks, an employee gets the

opportunity to make greater use of his mind and
skill. JIn the words of Strauss and Sayles, "It
imphes that, instead of assigning one man to cach
job, a group of men can be assigned to a group of
jobs and then allowed to decide for themselves
how to organise the work. Such changes permit
more social contacts and greater control over
the work process For example, in a company
there are three groups of sales persons for three
different sales functions namely booking orders,
delivering the product and providing after-sales
service. Under job enlargement, all the groups
are merged together so that every salesperson
performs all the three functions.

R e

Coriginal Job '

Fig. 2.2 : Job Enlargement

Relevance Job enlargement reduces
monoipny and boredom by providing the

" ISC Business Studies Part-2 for Class - Xy,
ETP‘EJ'!"FTH':-'H . Al least five years' experence in a similar F”"!E“l.‘]l m i larg
organisation of repute.
Age Preferably above 30 vears and below 45 years
Other Attributes : (a) Good health
(b} Pleasing manners
(¢} Fluency n speaking and wrbing
(d) Analytical and decision-making skills
(e} Ability to work long hours
(f) Innovative approach
(g) Good knowledge of computer applications.
ING AND HELE“ﬁMEﬂF_* 'SJELD}’-E‘-E 4 more complete or u..huh:.' job |...
4 JOB WT #E""’d_flf'l e d;{?t help-i to increase  interest in m_:rlt a.r-uh
\ efhciency. It i1s also a method of training and

developing more versatile employees. Bul it docs
not increase the depth of a job. Enlarged job-
require longer training period as there are more
tasks to be learned. )

2.5 MEANING AND RELEVANCE OF

JOB ENRICHMENT

Meaning : Job Enrichment involves
designing a job in such a way that it provides
the worker greater autonomy for planning
and controlling his own performance. It is
hna*f_:d on the assumption that in order to
motivate employees, the 1ob itself must provide
opportunities for achievement, recognition,
responsibility, advancement and growth |Through
Job enrichment, a job is made more | leresung
and challenging therehy removing the functions
il.'.lf narrow specialisation. An emplovee whose
job is enriched will perform the managemen!
functions of planning and control so far as his
own work is concerned,

e m m g
! i
1 '
| 1

Orignal ok

Fig. 1.3 : Job Enrichment
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Basis of Distinction

;_ﬁmc 2.5 :_m“i““i“" between Job Enlargement and Job Enrichment

&

Job Enlarpement

Jub Enrichment

l. | Nature
2. | Contents
3. | Purpose

4, | Skills Required

5. | Direction and
Control

It m.*w:rh-:s expansion or horizontal
loading of a joh,

Under it more tasks of a similar
nature are added to the job,

;u-: purpose is to reduge monotony
I performing repetitive jobs by
lengthening the operating cycle.

It may ot require acquisition of high
level skills on the part of job holders,

Ilt_ does not reduce the need for
direction and control by the Superior.

| improved.

challenging and satisfying.

II
It involves vertical loadmg of job. |

Under it quality of the job is

[ts purpose is to make the job more

It requires acquisition of higher level
skills on the part of job holders.

It reduces the need for direction
and control by the superior as the

jobholder uses self-direction and
|:::;:mm]_

Job enrichment needs to be differentiated
from job enlargement. Job enlarsement involves
a horizontal loading of the job by adding & variety
of operations which the jobholder will perfomm,
On the other hard, job enrichment consists of 4
vertical loading of the jub so that the jobhalder
himsell controls the planning and execution of
his job. In job enlargement, emplovees are given

more work at the same level of responsibility.
Tobs are restructured so that they become more
meaningtul interesting and challenging. Controls
are reduced 1o provide greaier freedom of action
and 1o increase accountability. For instance, am
employee may be assigned total responsibility
fur a complete job. Job enrichment involves
grouping together jobs at different levels

Job Enlarzement

Job Enrichment
High
Job
[Jepth
|
Low |

[

Job
BEOpE

Fig. 2.4 : Comparison of Job Enrichment and Job Enlargement

E:Epa’l‘n Job Enrichment

" The process of job enrichment consists of

the fhjiiw.;iﬂg,ﬁlﬂps :
L (i Selecting jobs which are amenahle to

job enrichment.

. _/ﬁ.i} Identifving the changes that may encich
% the selected jobs.

(iii) Changing the contents of a job so as
to provide self-control, responsibility,
achievement and advancement. This
can be done by forming natural work
groups, comhining tasks and opening
feedback channels.
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(iv}Training, guiding and encouraging

< employees, whenever neccessary.

(v) Integrating the enriched jobs into the
daily work routine of the organisation.

Relevance : Job eorichment provides the

following benefits :

(1Lt makes the job interesting thereby
reducing monotony and boredom for
the jobholder.

At provides job satisfaction to the
“ jobholder by making the job challenging.

(i11) It helps to reduce employee absenteeism

" and employee turnover.

(iv). K" improves motivation of jobholder
through opportunity for advancement

d growth in career,
\{/w’? helps to increase quantity and quality
of

job performance.

2.6 MEANING AND RELEVANCE OF
MANPOWER ESTIMATION , |,
Meaning : Before starting recruiting or

hiring employees, 4 company must estimate
the number of employees and the quality of
employees, it will need during a future time
period. Such estimation is called manpower
estimation or manpower phnning.}ﬁnmrding
to Eric Vetter, manpower estimation is “the
process by which management determines how
an organisation should move from its curremt
manpower position lo its desired manpower
position. Through it management strives to have
the right number and the right kind of people ai
the right place, at the right time, doing things
which result in both the organisation, and the
individual receiving maximum long range
benefit.” There are two dimensions of manpower
estimation — quantitative, and quahitative.

1. Quantitativ«e Aspect. This aspect of
manpower, estimation involves estimating the
number of employees required in a future time
period. In order to estimate the quantity of
required manpower, workload analysis and work
force analysis are done. |

i N

ISC Business Studies Part-2 for Claw,
(n) Workload Analysis @ Unde WOT kg
= analysis, the workload of
department 15 estimated. The
workload divided by workloag |
-::[nphﬁ}'l:l: will _'-.|:|'_‘|1l the numbe;
employees needed in the deparney,
Suppose, a lactory decides to prog,
50,000 cars during 201%-2019. Standar,
man hours needed 1o produce one ¢y
are 10, Total man hours will be 50 gy,
¥ 'Il:I 500000, Man hours aviilable
per worker are 2500 per year. Th

5. 00,000

1_..1{:I|:|r3.' will reguire e

workers during 2018-2019,

(bl Work Force Analysis : All the exising
workers in the factory are not likely o
be available during 2018-2019. Some of
the current workforee or manpower wil|
be lost due to retirement. FEsignation
promotion, etc. In order to estimate the
loss of current workforce, workfurce
analysis 15 done. The work history of
each of the existing workers in the
factory is prepared. On the basis of past
experience, the loss of manpower is |0
percent every year. If 160 workers are
already employed in the factory only
344 (160-16) workers will be availablc
in 2018-19, The factory will have 1o

recruit 56 (200-144) new workers next
year,

Whﬂw Aspect. The estimate of the
knowledge, skills, experience. etc. of required

manpower is the qualitative aspect of manpower
estimation. The guality of manpower can be
judgm:l. on the basis ol J!Dh a_nah.-ﬁ,'h and _|{:h
specification or man specification.

I:.R'elﬂnul:q : Manpower estimation or

manpower planning is relevant and helpful n
the following ways -
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(1) |1 |I'I'L‘-J'|}:'.'a b cnsure It]al. |]|.;:_ "-"l'E.'rll'l.iﬂﬂt'i.l.'.lﬂ fl‘f] F“ EI'L‘-EILi.‘:- [ btUEr I.I[ﬂibsl[l“ﬂ ol |'|:'_|a]'|_p-[u..-.-|_.r
|.'|..lb- HTE: rk.‘-".]].Lll'Ed r||||_nb|_'\-|' ;'I'I-I.LI I-El:lll.il.ud {U-J!'.J ]'-:-:n:lLI.L'E‘:‘ '.-'-'H!'!;”JE.E- |_'||' mﬂr'._»puwﬂr.

quality of manpower to fill all the job
VaLancies., {J|:|'|'._".'] I""l'ih'..'-:_ Il cannot -‘”:h“._-'flu
its goals,

(v It us;:['u.' in anticipating and controlling
- Losls O manpeoeer,
(vi) lt-helps in planning for physical
= facilities hke staff quarters, cantecn,
office furmiture and equipment, gIC,

() It helps 10 avoid excess and shortape of
employees for various jobs.
W It facilitates expansion and growth of
the enterprisc.

Job analysis is a formal and detailed study of a job to cbtain all the pertinent facts about
tha job. It is useful in all functions of human resource management. lob description is 3
summary of the contents of a joh, It is useful in understanding and improving the job, lob
specification or man specification is a summary of the gualifications the jobholder must
possess. Job enlargement is increasing the scope of a job by adding more elements or tasks to
It. Job enrichment means increasing the autonomy and responsibility so that the job becomes
muore interesting and challenging. Manpower estimation is the process of estimating the
quantity and quality of manpower needed during a future time period, Workload analysis and
warkforce analysis are used to estimate the quz ntity of required manpower, lob analysis, job
description snd job specification are helpful in =stimating the quality of required manpower,

S!ymer Type Questions
. Define lob Analysis.

2. Define Job Description.

3. Define lob specification.
4. Define Manpower Estimation.

Long Answer Type Questions

1. Explain the meaning and relevance of Job Analysis,
Discuss the meaning and relevance of Job Description.
Explain the meaning and Relevance of Job specification,
Discuss the meaning and Relevance of Job Enlargement,

Explain the meaning and Relevance of lob Enrichment. #

A R i

Distinguish between
(a} Job Description and lob specification 5
(b) Jobk Enlargement and Job Enrichment

7. What is Manpower Estimation? Explain its quantitative and qualitative aspects,
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