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Question 1 : Briefly enumerate the important sources of recruitment.

Solution :

Recruitment refers to the process of searching and attracting the required personnel for a job. In
other words, it is the process of finding the potential candidates and instigating them to apply for
the job. The following are the two important sources of recruitment.

Internal
Sources

Sources of

Recruitment External

Sources

I. Internal sources: Internal sources of recruitment refer to the sources that are within the
organisation. That is, through internal sources the jobs are filled up from inside the organisation.
It can take the form of transfers and promotions. Through transfers, the job of a specific profile is
filled by shifting a suitable person working in another department of the organisation to the
concerned department. Similarly, through promotions, higher position job vacancies in the
organisation are filled by promoting the lower level employees.

ii. External Sources: External sources of recruitment refer to the sources of recruitment that are
outside the organisation. Through external sources the jobs in an organisation are filled by
bringing in new people. For fresh talent and wider choice external sources are used. For
example, one of the external sources of recruitment is 'direct recruitment’ which involves
putting up a notice board outside office and then following the recruitment process on a
specified date. Similarly, placement agencies work as an external source as they act as a match
maker for the job seekers and job providers.

Question 2: What is meant by recruitment? How is it different from selection?

Solution :

Recruitment refers to the procedure of finding and stimulating the required candidates to apply
for a particular job. As against this, selection is the procedure of screening and choosing the
required candidates out of the gathered pool.

The following points highlight the difference between recruitment and selection.



Basis of Difference

Recruitment

Selection

Meaning Recruitment refers to the process | Selection refers to the process of choosing
of finding and instigating the the right candidate out of the gathered pool
required personnel for a job. developed at the time of recruitment.

Sequence In the staffing process, recruitment | In the staffing process, selection is at the

is at the second stage.

third stage and succeeds recruitment.

Employment Contract

The candidates gathered under
recruitment are not offered any
employment contract from the
organisation.

The candidates who successfully complete
the selection process are offered an
employment contract by the organisation
containing such information as date of
joining, terms and conditions, etc.

Characteristic

Recruitment process involves
attracting as many persons as
possible

for the job.

Selection process involves choosing only
the appropriate candidate and rejecting the
non-suitable ones.

Question 3: Define training. How is it different from education?

Solution :

Training refers to the enhancement of skills, abilities and competence required for a specific job
profile. On the other hand, education refers to the process of improving the overall knowledge
and understanding of the employees. The following points highlight the difference between

training and education.

Basis of Difference Training Education

Meaning Training implies increasing the skill | Education implies increasing the
s and abilities required to performa | overall | knowledge and understanding
specific job. of the employees.

Scope Training is a narrow concept and Education is a wider concept and relate
relates to development of s to the overall development of
understanding relating to only a understanding.
specific job.

Focus It focuses on the goals of the It focuses on the individual goals.
organisation.

Question 4: Distinguish between training and development.

Solution :

Training and development are related yet distinct concepts. Though both the concepts focus on
improvement of an individual but the perspectives are different. Training on one hand refers to
providing the skills and abilities for a particular job. Development on the other hand, refers to the
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concept of growth of an individual as a whole.

The following points highlight the difference between training and development.

Basis of Difference

Training

Development

Meaning

Training refers to the process of
enhancing the skills and competence of
an employee that are required to perform
a specific job.

Development refers to the process of
overall growth of an employee.

Focus

The focus of training is the specific job
requirement and is thereby, job-oriented

The focus of development is overall
growth and is thereby, career-

oriented.

Scope

Training is narrow in scope and focuses
on how one can become more efficient
in the intended job.

Development is wider in scope and
focuses on the overall personality

development of the
Training isa
part of development.

employee.

Question 5: Why are internal sources of recruitment considered to be more economical?

Solution:

Internal sources of recruitment refer to the sources that are endogenous to the organisation, that
IS, within the organisation. There are two ways of filling the jobs internally, namely transfers and
promotions. It has an advantage of being more economical than the other sources of recruitment.
Filling the jobs through internal sources is cheaper in terms of time as well as money is listed

below:

1. Internal recruitment also simplifies the process of selection and placement. The candidates
that are already working in the enterprise can be evaluated more accurately and economically.
This is a more reliable way of recruitment since the candidates are already known to the

organisation.

2. Transfer is a tool of training the employees to prepare them for higher jobs. Also people
recruited from within the organisation do not need induction training.

3. Transfer has the benefit of shifting workforce from the surplus departments to those where
there is shortage of staff.

Thus, in contrast to other sources, the internal sources of recruitment are more economical in

nature.

Question 6: What is the importance of staffing function in today's environment?

Solution :

Staffing is an important function of management as it takes care of the manpower requirement of
any organisation. In today's environment with rapid changes taking place in technology, size of

the organisations, etc. finding the right people for the job becomes critical. In such a scenario,




proper staffing process plays an important role in the organisations.
Following are the highlighted benefits of staffing in the current world scenario.

(i) Finding Competent Personnel: Staffing helps in finding and choosing the right personnel
required for a job.

(if) Improves Efficiency: By ensuring that right people are placed for right jobs, the overall
efficiency and performance increases.

(iii) Growth of the Organisation: It ensures survival and growth of the organisation by
appointing efficient and competent employees for various jobs.

(iv) Optimum Utilisation of Human Resources: Through proper manpower planning, staffing
prevents over-utilisation or underutilization of manpower. In addition, it avoids interruption in
working efficiency by suggesting, in advance if there is any unfilled job.

(v) Job Satisfaction: Compensation and fair rewards given to the employees provide them self-
confidence and job-satisfaction. It encourages them to work diligently and give their best to the
organisation.

long answers : Solutions of Questions on Page Number : 175
Question 1: Define the staffing process and the various steps involved in it?

Solution :

Staffing process refers to the procedure of filling the vacancies and keeping them filled. It
focuses on timely fulfillment of the human resource required within the organisation. According
to 'Theo Haimann', 'staffing pertains to recruitment, selection, development, training and
compensation of subordinate managers. This definition includes the steps involved in the staffing
process. Following is a brief description of various steps involved in staffing.

Promotion and
Career Compensation
Planning

Manpower Placement and Training and Performance

Recruitment Selection

requirement orientation development Appraisal

(i) Estimation of the Required Manpower: The process of estimating manpower requirement is
the basic step in the process of staffing. It refers to knowing the number and the kind of persons
that are required in the organisation. Estimation process involves two steps-workload analysis
and workforce analysis. Work load analysis implies an estimation of the number and the kind of
persons required for various jobs. On the other hand, workforce analysis implies an estimation of
the existing persons. The two-step analysis reveals whether there is any overstaffing or
understaffing in the organisation and thereby, forms the basis of the staffing process. For
example, a situation of understaffing would imply that more personnel are required to be
appointed and a situation of overstaffing would imply that some of the existing personnel need to
be removed.

(if) Recruitment: It refers to enlisting and searching the suitable candidates for the job. It is the
process of searching the appropriate people for the job and influencing them to apply for the job.
Recruitment creates a pool of prospective candidates for a job. It involves searching through



various sources that includes internal sources (transfers and promotions) and external sources
(advertising and placement agencies). It forms the basis for the selection process by attracting
the aspirants towards the organisation.

(iii) Selection: Selection involves choosing the right candidate out of the gathered pool of
aspirants which is created after recruitment process. It is a rigorous procedure and comprises of
series of tests, interviews, etc. The candidates who are not able to negotiate the selection process
are rejected. It ensures that only the competent and the best ones are selected for the job. It is a
highly important process as it forms the basis for working efficiency of the organisation. Those
who are able to successfully negotiate the test and the interviews are offered an employment
contract, a written document containing the offer of employment, the terms and conditions and
the date of joining.

(iv)  Placement and Orientation: Once the selection is done it becomes important to make the
selected employees familiar with the working environment of the organisation. Induction
involves giving a brief overview about the workplace, introducing them to other employees and
the managers and making them comfortable with the work environment. Orientation is, thus,
introducing the selected employee to other employees and familiarising him with the rules and
policies of the organisation. Placement refers to occupying the position by the employee for
which he has been selected.

(v) Training and Development: Next step in the staffing process is training and development of
the employee. Both the process emphasis on improving the employee competence. Training is a
process of increasing the employee's capabilities and skills required for performing the job.
Development, on the other hand, focuses on the overall growth of the employee by enhancing his
thinking and understanding capabilities. They help the workers to upgrade their knowledge and
increase their efficiency. Moreover, training and development motivates the workers and
provides them opportunities for growth and career development.

(vi) Performance Appraisal: Performance appraisal is an important aspect of any organisation
as it helps in evaluating the work of the individuals. Appraisal implies assessing the
performance of the employee against certain predetermined standards. In addition, under
performance appraisal the superior provides proper feedback to the employee so that right
measures can be taken for increasing the working efficiency.

(vii) Promotion and Career Planning: Every employee needs encouragement and motivation
for continuing the work with right efficiency. Promotion of the employee in terms of position,
pay, etc. helps in providing job satisfaction to the employee and encourages them to realise their
potential. Promotions serve the long term interests of the employees.

(viii) Compensation: Worth of the job is an important aspect to determine. All organisations
need to establish the right pay or salary for each job. Compensation entails the price of a job
along with the rewards that the employee deserves. Compensation provided to the employee can
be in direct terms (that is, wages and salaries) as well as in indirect terms (such as insurance,
bonus, etc.).




Question 2: Explain the procedure for selection of employees.

Solution :

Selection is a procedure to choose the appropriate candidates out of the numerous aspirants. It is
a rigorous process as it involves various stages of tests and interviews. Selection process aims at
getting the best out of the recruited pool so that work efficiency can be maximised. Following
are the steps involved in the selection process.



Preliminary
Screening

Selection Tests

Employment
Interview

Reference and
Background
Checks

Selection Decision

Medical
Examination

Job Offer

Contract of
Employment

|t helps the manager eliminate unqualified or unfit job seekers based on the
information supplied in the application forms.

*An employment test is a mechanism that attempts to measure certain characteristic?
of individuals.

sThese characteristics range from aptitudes, such as manual dexterity, to intelligence
to personality.

J
eInterview is a formal, in-depth conversation conducted to evaluate the applicant’s
suitability for the job.
eSometimes, the individual may also seek information regarding the organisation in
such interview.
J
\
eOrganisation request names, addresses, and telephone numbers of references.
*The purpose of verifying information and, gaining additional information on an
applicant.
J
\

*The final decision has to be made from among the candidates who pass the tests,
interviews and reference checks.

*The views f the concerned manager will be generally considered in the final selection
because it is he/she who is responsible for the performance of the new employee.

J
\
*The candidate is required to undergo a medical fitness test.
*The job offer is given to the candidate being declared fit after the medical
examination.
J
\
eJob offer to those applicants who have passed all the previous hurdles.
*Job offer is made through a letter of appointment/confirm his acceptance.
J
\

*Once the job letter is given, the candidates have to fill-up some forms that are
necessary for the future references.

eContract of employment comprises of details such as salary, date and terms of
joining, leave rules, working hours, allowances, etc.




Question 3 : What are the advantages of training to the individual and to the organisation?

Solution :

Training is an important aspect of any organisation. It aims at building the skills and abilities of
the individuals to perform a job. Training is an essential part of the job which attempts at
improving the aptitude and knowledge of a person as per the job requirement. With the ever
changing business environment, the complexity of the jobs has increased. Thereby, training has
become all the more essential. The following are the highlighted benefits of training to the
employee and the organisation.

Benefits to the Employee

(i) Better Career Opportunities: Training enhances the skill and knowledge of the employees
and thereby, helps in improving their career prospects.

(if) Earn More: By helping the individual to learn more it assist them to earn more. Training
enhances the individuals understanding and knowledge. Thereby, it improves their efficiency and
performance. As a result, it gives them a chance to earn more.

(iii) Less Accident Prone: Training attempts to make the employees more adept and efficient in
handling the machines. Jobs that require the employees to work with complex machines and in
more accident-prone areas need to emphasise strongly on training and development, as it helps
them in taking precautionary actions. Thus, it makes the employee less prone to accidents.

(iv) Self-Confidence: Development and training direct the individuals to work more efficiently
that in turn builds up required morale within the individuals. It increases their self-confidence
and self-reliance thereby, contributing to higher job-satisfaction.

Benefits to the Organisation

(i) Less Wastage: Training is a concept that involves systematic learning of work. It is a more
efficient way of learning than any hit and trial method. This leads to less wastage of time and
money. Thereby, it helps in optimum utilisation of resources.

(if) Higher Profits: By developing the individuals and making them more efficient, training
enhances their productivity in work. Due to increase in both qualitative and quantitative
productivity, the profits of the company rise.

(iif) Managerial Efficiency: Training prepares the employees to face new challenges in different
situations. This helps them in building effective responses to various situations. Training also
equips the future managers to take precautionary step in case of emergency.

(iv) Reduced Absenteeism: Effective training helps in boosting the morale of the employees.
Thereby, it helps in reducing the rate of absenteeism and employee turnover.

(v) Effective Response: It helps in obtaining effective response to fast changing environment —
technological and economic.
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Question 4: The staffing function is performed by every manager and not necessarily by a separate
department. Explain.

Solution:

Staffing refers to the function of finding the right people for the right job. It is an important
aspect of management as it ensures that the right people with the needed qualifications are
chosen for the work.

It ensures that the vacancies are filled and always remain occupied. Staffing involves various
stages including recruitment through various sources, right selection out of the applicants,
placement and orientation, training of the employees, etc. Managing the human element is a
requisite function of any organisation as it serves the basis of the level of efficiency of the
organisation. Thus, success of any organisation depends on how effectively this function can be
performed and to what extent the productivity can be increased with efficient staffing.
Nowadays, it is seen that organisations that are large in size, maintain a separate department for
dealing with this function. This department is generally known as 'Human Resource Department'.
Under this department, the various tasks of staffing are performed by specialised managers.
Along with staffing they also take care of the labour grievances. Human resource management
thus act as a link between the workers and the managers.

However, staffing does not necessarily require a separate department and rather, is a function to
be performed by every manager himself. Staffing forms an essential part of management.

Managers here play an important role as they make sure about the optimum utilisation of the
manpower. It is their task to watch if there is any vacancy and also, if any extra manpower is
needed. Subsequently, they should work on how the recruitment has to be done, what
qualifications are necessary for the applicants to apply for the job, and to what extent, training is
necessary for that particular job. As managers are more closely related to the workers, they can
work on the staffing process more efficiently. They can set the required qualifications for a
particular job according to their need and work. For example, if a manager needs two
subordinates to work under him then he'll be able to mention the requirements more clearly.
Similarly, they can perform the task of recruiting the personnel more smoothly as they would
know what kind of personnel he would require and through what source he can gather an
efficient pool of applicants, may it be internal or external sources, depending on his needs. As
the main seekers of the employees, they can carry out the selection process of the right candidate
in the best possible manner. Along with this, managers can also perform other important aspects
of staffing namely, appraisal, promotions and career planning.

Thus, it can be said that staffing function is performed by every manager and not necessarily by a
separate department.

Application Type

1.The workers of a factory are unable to work on new machines and always demand for help of
supervisor. The Supervisor is overburdened with their frequent calls. Suggest the remedy.

Solution:

Workers of factory must be trained through Vestibule Training. Employees learn their jobs on the equipment
they will be using, but the training is conducted away from the actual work floor. Actual work environments
are created in a class room and employees use the same materials, files and equipment. This is usually done



when employees are required to handle sophisticated machinery and equipment.

2. The workers of a factory remain idle because of lack of knowledge of hi-tech machines. Frequent
visit of engineer is made which causes high overhead charges. How can this problem be removed.

Solution:

Workers must be trained while they are working. On-the-Job methods refer to the methods that are applied to
the workplace, while the employee is actually working.

1. Train them under the guidance of a master worker. Apprentice training are designed to acquire a higher
level of skill.

2. The trainee should work directly with a senior manager and the manager takes full responsibility for the
trainee’s coaching. Classically the trainee is being groomed to replace the senior manager and relieve him
from some of his duties.

3. Shifting the trainee from one department to another or from one job to another. This enables the trainee
to gain a broader understanding of all parts of the business and how the organisation as a whole functions.
The trainee gets fully involved in the departments operations and also gets a chance to test her own aptitude
and ability.

3. The quality of Production is not as per standards. On investigation it was observed that most of the
workers were not fully aware of the proper operation of the machinery. What could be the way to
improve the accuracy?

Solution:

Workers should be provided off the job training methods where they can be taught how to maintain accuracy
related to the proper operation of the machinery. Training makes the employee more efficient and result in
high productivity.

4. An organisation provides security services. It requires such candidates who are reliable and don’t
leak out the secrets of their clients. What step should be incorporated in selection process?

Solution:
e Check whether the candidate is properly educated
The candidate should be sincere and honest.
The candidate should have good health. So, have a medical checkup.
Do a reference check.
The candidate must be a good observer.

5. A company is manufacturing paper plates and bowls. It produces 100000 plates and bowls each day.
Due to local festival, it got an urgent order of extra 50,000 plates bowls. Advise how the company will
fulfill its order and which method of recruitment would you suggest.

Solution:
1. Internal Recruitment method: The existing workers may be asked to do overtime by paying additional
wages.
2. External Recruitment Method: New workers may be employed and another shift can be worked
parallelly. New workers can be hired by giving a newspaper advertisement.



Case Study

(i) A company X limited is setting up a new plant in India for manufacturing auto components. India is
a highly competitive and cost effective production base in this sector. Many reputed car manufacturers
source their auto components from here. X limited is planning to capture about 40% of the market
share in India and also export to the tune of at least $5 million in about 2 years of its planned
Operations. To achieve these targets it requires a highly trained and motivated work force. You

have been retained by the company to advise it in this matter. While giving answers keep in mind the
sector the company is operating.

Questions

1. Outline the process of staffing the company should follow.

Solution:
Follow the process of staffing to achieve the targets. Process of staffing is as follows:

. Promotion and
Manpower . : Placement and Training and Performance :
. Recruitment Selection . . : Career Compensation
requirement orientation development Appraisal Bk

2. Which sources of recruitment the company should rely upon. Give reasons for your
recommendation.

Solution:

External source of recruitment should be followed. The company will be able to get wide choice of well
qualified candidates through employment agencies, placement agencies etc.

Well qualified candidate will work hard to show better performance.

3. Outline the process of selection the company should follow with reasons.

Solution:



Preliminary
Screening

Selection Tests

Employment
Interview

Reference and
Background
Checks

Selection Decision

Medical
Examination

Job Offer

Contract of
Employment

|t helps the manager eliminate unqualified or unfit job seekers based on the
information supplied in the application forms.

*An employment test is a mechanism that attempts to measure certain characteristic?
of individuals.

sThese characteristics range from aptitudes, such as manual dexterity, to intelligence
to personality.

J
eInterview is a formal, in-depth conversation conducted to evaluate the applicant’s
suitability for the job.
eSometimes, the individual may also seek information regarding the organisation in
such interview.
J
\
eOrganisation request names, addresses, and telephone numbers of references.
*The purpose of verifying information and, gaining additional information on an
applicant.
J
\

*The final decision has to be made from among the candidates who pass the tests,
interviews and reference checks.

*The views f the concerned manager will be generally considered in the final selection
because it is he/she who is responsible for the performance of the new employee.

J
\
*The candidate is required to undergo a medical fitness test.
*The job offer is given to the candidate being declared fit after the medical
examination.
J
\
eJob offer to those applicants who have passed all the previous hurdles.
*Job offer is made through a letter of appointment/confirm his acceptance.
J
\

*Once the job letter is given, the candidates have to fill-up some forms that are
necessary for the future references.

eContract of employment comprises of details such as salary, date and terms of
joining, leave rules, working hours, allowances, etc.




4. Which methods of training and development should be company initiate? Explain giving reasons.

Solution:
The company can use ‘on the job’ and “off the job’ training methods.

On the Job Methods:

(1) Apprenticeship Programs
(if) Coaching

(iii) Internship Training

(iv) Job Rotation

Off the Job Methods:

(i) Class Room Lectures/Conferences
(ii) Films

(iii) Case Study

(iv) Computer Modelling

(v) Vestibule Training

(vi) Programmed Instruction.

(i) A major insurance company handled all recruiting, screening and training processes for data
entry/customer service representatives. Their competitor was attracting most of the qualified,
potential employees in their market. Recruiting was made even more difficult by the strong economy
and the ‘jobseeker’s market.” This resulted in the client having to choose from candidates who had the
‘soft’ skills needed for the job, but lacked the proper “hard’ skills and training.

Questions
1. As an HR manager what problems do you see in the company?

Solution:
e Lack of trained workforce
e Lack of personnel to provide customer service
e Inefficient maintenance of data.

2. How do you think it can be resolved?

Solution:
e Proper training to be provided.
e Incentives to be given.
e Proper maintenance of data.

(iii) A Public transport corporation has hired 1000 buses for the different routes for the passengers of
metropolitan city. Most of the 3000 crewmen (drivers, conductors, helpers etc.) of these buses have
been found to be wanting in satisfactorily dealing with public and daily commuters. They seem to be
little interested in the job and the job seem to have lost all meaning to them.

Questions

1. As manager of the public transport company what measures do you suggest to improve the working



of crewman in question?

Solution:
e Should provide extra facilities to the crewmen like insurance, education to their children, healthcare
etc
e Intervals should be given.
e Work must be restricted to 8 hrs a day.

2. Is it possible to modify their behaviour by planning a suitable type of training? Suggest one.

Solution:

Yes it is possible to modify the behavior by planning coaching training.

In this method, the superior guides and instructs the trainee as a coach. The coach or counselor sets mutually
agreed upon goals, suggests how to achieve these goals, periodically reviews the trainees progress and
suggests changes required in behavior and performance. The trainee works directly with a senior manager
and the manager takes full responsibility for the trainee’s coaching. Classically the trainee is being groomed
to replace the senior manager and relieve him from some of his duties. This gives a chance for the trainee to
learn the job also.

(iv) Ms. Jayshree recently completed her Post Graduate Diploma in Human Resource Management. A
few months from now a large steel manufacturing company appointed her as its human resource
manager. As of now, the company employs 800 persons and has an expansion plan in hand which may
require another 200 persons for various types of additional requirements. Ms. Jayshree has been given
complete charge of the company’s Human Resource Department.

Questions
1. Point out, what functions is she supposed to perform?

Solution:
Functions:
e Recruitment i.e., search for qualified people
Analysing jobs, collecting information about jobs to prepare job descriptions.
Developing compensation and incentive plans.
Training and development of employees for efficient performance and career growth.
Maintaining labour relations and union management relations.
Handling grievances and complaints.
Providing for social security and welfare of employees.
Defending the company in law suits and avoiding legal complications.

2. What problems do you foresee in her job?

Solution:
e Qualified candidate may not be available
e Demand for a higher pay.
e After training, employee may leave the organisation.



3. What steps is she going to take to perform her job efficiently?

Solution:
e She can use all possible sources of recruitment.
e Consult an expert to observe and form good policy to recruit and retain candidates.
e Maintain cordial relationship with workforce.

4. How significant is her role in the organisation?
Solution:

Her role is significant concerned with timely appointment of competent manpower and ensuring effective
and efficient utilisation towards main objectives, organisational, individual and social.
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