
UNIT – I: HUMAN RESOURCE MANAGEMENT

Chapter - 1 : Introduction to Human Resource  
Management, Job and Manpower Planning

REVISION NOTES

Introduction to Human Resource Management

 � Human resources of an organisation are the aggregate of knowledge, skills, aptitudes of people working in it and 
the management of these resources is known as Human Resource Management.

	� Human Resource Management is that part of management which is concerned with people at work and with 
their relationships within the organisation.

	� Human Resource Management is the process of recruiting and selecting employees, providing orientation 
and induction, training and development, assessment of employees, providing compensation and benefits, 
motivating, maintaining proper relations with employees and with trade unions, maintaining employees’ safety, 
welfare and health measures in compliance with labour laws.

	� HRM can be defined as a process of procuring, developing and maintaining competent human resources in the 
organisation so that the goals of an organisation are achieved in an effective and efficient manner. In short, HRM 
is the art of managing people at work in such a manner that they give their best to the organisation for achieving 
its set goals.

	� Edwin Flippo defined HRM as “planning, organizing, directing, controlling of procurement, development, 
compensation, integration, maintenance and separation of human resources so that individual, organisational 
and social objectives are achieved.”

	� According to Decenzo and Robbins, “HRM is concerned with the people dimension” in management. 

  Since every organisation is made up of people, acquiring their services, developing their skills, motivating them to 
higher levels of performance and ensuring that they continue to maintain their commitment to the organisation 
to achieve organisational objectives. This is true, regardless of the type of organisation – government, business, 
education, health or social action.

	� Characteristics of Human Resource Management

  The following are the characteristics of Human Resource Management:

 (i) People oriented: HRM is the process of bringing people and organisations together so that goals are 
achieved within a fixed period of time.

 (ii) Comprehensive function: HRM covers all people at all levels of the organisation. HRM is applied to 
workers, supervisors, officers and all other types of personnel.

 (iii) Staff function: HRM contributes to the success and growth of an organisation by advising all departments 
on human resource matters.

 (iv) Pervasive function: HRM influences all the people and at each level.

 (v) Challenging function: HRM is a challenging job due to the dynamic nature of people.

 (vi) Continuous function: HRM is an ongoing or never ending function.

 (vii) Individual oriented: Under HRM, every employee is considered as an individual in order to provide 
services for his satisfaction and growth.

 (viii) Development oriented: HRM is considered as a developing function to bring maximum satisfaction among 
employees towards their work.

 (ix) Action oriented: HRM focuses on action rather than on record-keeping or procedures.

 (x) Future oriented: HRM is concerned with the helping an organisation to achieve its goals in near future.

 (xi) Interdisciplinary: HRM is an interdisciplinary job.

 (xii) Art as well as science: HRM is both art as well as science.

 (xiii) Young discipline: HRM is relatively a new specialised area as compared to manufacturing and marketing.
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	� Human Resource Management is important for:

	 �	Attracting and retaining the vital talent;

	 �	Orienting employees of the organisation;

	 �	Developing the required skills and right attitude;

	 �	Making a new employee feel comfortable;

	 �	Securing cooperation of employees;

	 �	Training employees in order to constantly upgrade their skills;

	 �	Making employees self-sufficient and preparing them for adverse conditions;

	 �	Allocating work properly.

Job and Manpower Planning
 � Job analysis is a formal and detailed study of jobs. Job analysis is the process of studying and collecting information 

relating to the operations and responsibilities of a specific job.

	� It refers to a scientific and systematic analysis of a job in order to obtain all relevant facts about the job.

	� Michael J. Jucius defined job analysis as “the process of studying the operations, duties and operational aspects of 
jobs in order to derive specifications or as they are called by some job descriptions.”

	� Importance of Job Analysis:

	 �	Organizational Design	 �	Manpower Planning

	 �	Recruitment and Selection	 �	Placement and Orientation

	 �	Training and Development	 �	Job Evaluation

	 �	Performance Appraisal	 �	Job Designing

	 �	Safety and Health	 �	Promotions and Transfers

	 �	Employment Guidance	 �	Labour Relations

	 �	Employees’ Counselling

	� Job description is a functional description of what the job entails. A Job description is a document that describes 
the general tasks, or other related duties, and responsibilities of a position. It is a written record of the appropriate 
and authorized contents of a job.

	� Job description is descriptive in nature and defines the objectives and scope of a job. It is a document showing a 
brief summary of task requirements which explains the constituent elements of a job in an organised way.

	� Job Description is done for fulfilling the following purposes:

	 �	Job Grading and Classification	 �	Placement and Orientation of new employees

	 �	Promotions and Transfers	 �	Defining career path

	 �	Developing work standards	 �	Counselling of employees

	 �	Delimitation of authority	 �	Redressal of grievances relating to duties

	 �	Work measurement and improvement	 �	Development and change in organisation

	� Job specification converts the job description to qualifications that are required for performing the job. This is 
usually a statement which consists of qualifications, characteristics, traits, etc., of an employee to perform his 
duties.

	� Job specification is a statement of the minimum acceptable human qualities required for the proper performance 
of the job. It defines the knowledge, skills and abilities that are required to perform a job in an organisation.

	� Job specification covers aspects like education, work-experience, managerial experience, etc., which can help 
accomplish the goals related to the job. Job specification helps in the recruitment and selection process, evaluating 
the performance of employees and in their appraisal and promotion.

	� Purpose of Job Specification:

	 �	Described on the basis of job description, job specification helps candidates analyze whether they are eligible 
to apply for a particular job vacancy or not.

	 �	It helps the recruitment team of an organization to understand what level of qualifications, qualities and set 
of characteristics should be present in a candidate to make him or her eligible for the job opening.

	 �	Job Specification gives detailed information about any job including job responsibilities, desired technical and 
physical skills, conversational ability and much more.

	 �	It helps in selecting the most appropriate candidate for a particular job.
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	� Job enrichment involves designing a job in such a way that it provides the worker greater autonomy for planning 
and controlling his own performance. 

	� Job enrichment makes the job more meaningful, enjoyable and satisfying. It also gives the workers more 
responsibility. Job enrichment gives the workers opportunities for achievement, recognition, advancement and 
growth. So, the workers are motivated to work harder.

	� Job enrichment can be described as a medium through which management can motivate self-driven employees by 
assigning them additional responsibility normally reserved for higher level employees. By doing this, employees 
feel like their work is meaningful and important to the company.

	� The importance or merits or advantages of job enrichment are:

	 �	It makes the job interesting.

	 �	It provides job satisfaction.

	 �	It helps to increase quantity and quality of job performance.

	 �	Job enrichment is useful to both the workers and the organisation.

	 �	The worker gets achievement, recognition and self-actualisation.

	 �	The worker gets a sense of belonging to the organisation.

	 �	The worker finds the job meaningful.

	 �	Job enrichment reduces absenteeism, labour-turnover and grievances.

	 �	It motivates the workers to give best performance.

	� Job enlargement is the process of increasing the scope of a job by adding more tasks to it. It is a job design 
technique wherein there is an increase in the number of tasks associated with a certain job. In other words, it 
means increasing the scope of one’s duties and responsibilities. The increase in scope is quantitative in nature and 
not qualitative and at the same level.

	� Relevance of Job Enlargement:

	 �	Reduces monotony and boredom

	 �	Increases work flexibility

	 �	Method of training and developing more versatile employees

	 �	Increases efficiency

	� A person specification describes the personal attributes desired in a potential employee. It is similar to a job 
description, but more specific. These attributes include qualifications, skills, experience, and knowledge, and 
sometimes personal attributes which a candidate needs to possess in order to perform the job duties. The 
specification should be derived from the job description and thus helps to form the foundation for the recruitment 
process. Person specifications are also good for helping potential applicants to understand the job requirements 
and self-select accordingly.

	� Manpower Planning is the process of estimating the optimum number of people required for completing a 
project, task or a goal within time. Manpower planning includes parameters like number of personnel, different 
types of skills, time period, etc. It is a never ending and continuous process to make sure that the business has the 
optimum resources available when required, taking into consideration the upcoming future projects and also the 
replacement of the outgoing employees. It is also called as Human Resource Planning.

	� Manpower planning is the process by which management determines how the organisation should move from 
its current manpower position to its desired manpower position.

	� Manpower planning may be defined as, “the replacement planning which analyses labour turnover, recruitment 
policy, promotion, development and maintenance of employee programmes and assesses the future needs of the 
organisation so that sufficient number of persons may be procured well in time.”

	� Importance of Manpower Planning:

	 �	Helps to ensure that the organisation has the required quantity and quality of manpower.

	 �	Helps to avoid shortage and surplus of employees.

	 �	Enables development and growth of the enterprise.

	 �	Leads to better utilization of manpower resources.

	 �	Useful in controlling and foreseeing costs of manpower.

	 �	Helps in planning for physical facilities like canteen,staff quarter,furniture and equipment
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KNOW THE TERMS
	 � Labour relation: Labour relation is the relationship between organisation, management and workers.

	 � Job evaluation: It is a systematic process of determining the value or worth of a job in relation to the another job 
in the organisation.

	 � Economy: An economy is the system according to which the money, industry and trade of a country or region are 
organised.



Chapter - 2 : Staff Recuritment and Selection

REVISION NOTES
Staff Recruitment

 � Recruitment: Recruitment means identifying the sources of required staff and contacting the sources to attract 
the sufficient number of candidates from which the choice can be made.

 � Definitions:

 � According to Edwin B. Flippo, “It is a process of searching for prospective employees and stimulating and 
encouraging them to apply for jobs in an organisation.”

 � In the words of Dale Yoder, “Recruitment is the process to discover the sources of manpower to meet the 
requirements of the staffing schedule and to employ effective measures for attracting that manpower in 
adequate numbers to facilitate effective selection of an efficient working force.”

 � Characteristics of Recruitment:

 � Recruitment is a process. � Recruitment is a linking activity.

 � Recruitment is a positive in nature. � The purpose of recruitment is to locate the sources of people.

 � Recruitment is a pervasive function. � Recruitment is a two-way process.

 � Sources: The different sources of recruitment are classified into two categories, viz.,

 � Internal sources which are from within the organisation;

 � External sources which are from outside the organisation.

 � Internal sources of recruitment consist of the people who are working or have worked in the organization. 

 � Promotion: Promotion leads to shifting an employee to a higher position, carrying higher responsibilities, facilities, 
status, and pay. Promotion is a vertical shifting of employees. This practice helps to improve the motivation, 
loyalty and satisfaction level of employees.

 � Transfer: It involves shifting of an employee from one job to another, one department to another or from one shift 
to another, without a substantive change in the responsibilities and status of the employee. It may lead to changes 
in duties and responsibilities, working conditions, etc., but not necessarily in salary. Transfer is a good source of 
filling the vacancies with employees from over-staffed departments.

 � Ex-Employees: Most of the time, people who were earlier employed in the company may be employed again. 
These are called ex-employees. Either a company can call them and offer a job or they may come back on their own.

 � Recommendations by Employees: Sometimes, the existing employees of an organisation recommends 
the applicants who can be their friends and relatives. This type of recruitment proves to be a good source of 
recruitment as the employee’s background is partly known.

 � Merits of Internal Sources of Recruitment:

 � It helps to motivate and improve the morale of the employees.

 � It helps to minimize labour turnover and absenteeism.

 � It is a cheaper source of recruitment.

 � It simplifies the process of selection and placement.

 � There is no need of induction training for the candidates.

 � Demerits of Internal Sources of Recruitment:

 � When vacancies are filled through internal promotions, the scope for induction of fresh talent is reduced.

 � Unsuitable candidates may be promoted.
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 � The employees may become lethargic if they are sure of time-bound promotions.

 � It is not a complete method in itself.

 � A new enterprise cannot use internal sources of recruitment.

 � Frequent transfers of employees may often reduce the productivity of the organisation.
 � External sources of recruitment means when people from outside the organisation are employed or recruited.

 � Advertisement: Advertisement in newspapers, magazines, journals, radio, TV, etc. is generally used when 
a wider choice is required to recruit staff. Whenever an organisation wants to fill job vacancies, it may issue 
advertisements.

 � Campus Recruitment: Colleges and institutes of management and technology have become a popular source of 
recruitment for technical, professional and managerial jobs. Many big organisations maintain a close relationship 
with the universities, vocational schools and management institutes to recruit qualified personnel for various jobs.

 � Employment Exchange: The Government of India has set up employment exchanges throughout the country 
to solve the unemployment problem. Employment exchanges run by the Government are regarded as a good 
source of recruitment for unskilled and skilled operative jobs.

 � Placement Agencies: The employer can hire a placement agency to complete the process of job recruitment. In 
technical and professional areas, private agencies and professional bodies appear to be doing substantive work. 
Placement agencies provide a nationwide service in matching personnel demand and supply.

 � Casual Callers: Many reputed business organisations keep a database of unsolicited applicants in their offices. 
Such job-seekers can be a valuable source of manpower.

 � Gate Hiring or Direct Recruitment: Under the direct recruitment, a notice is placed on the notice-board of the 
enterprise specifying the details of the jobs available. Job-seekers assemble outside the premises of the organisation 
on the specified date and selection is done on the spot.

 � Labour Contractors: Labour contractors maintain close contacts with labourers and they can provide the required 
number of unskilled workers at short notice. Workers are recruited through labour contractors who are themselves 
employees of the organisation.

 � Merits of External Sources of Recruitment:

 � It provides people with new ideas and special skills needed to cope with new challenges.

 � By using external sources of recruitment, the management can attract qualified and trained people to apply 
for vacant jobs in the organisation.

 � The management has a wider choice while selecting the people for employment.

 � It is good for new enterprises as they have to recruit all employees from outside.
 � Demerits of External Sources of Recruitment:

 � External recruitment may lead to dissatisfaction and frustration among existing employees. They may feel 
that their chances of promotion are reduced.

 � Recruitment from external sources takes a long time.
 � It is very costly to recruit staff from external sources.

 � There is no guarantee that the enterprise will get the required number and quality of employees.

 � E-recruitment means recruiting employees through electronic means such as internet. It is the process of creating 
a database of candidates. 

 � In other words, it is the process of hiring the potential candidates for the vacant job positions, using the 
electronic resources.

 � e-Recruitment includes the entire process of finding the prospective candidates, assessing, interviewing and 
hiring them, as per the job requirement. Through this, the recruitment is done more effectively and efficiently.

 � Generally, the job vacancies are advertised on the World Wide Web (WWW), where the applicants attach their 
CV or resume, to get recognized by the potential recruiters or the employers.

 � Sources:

 � Internet: Most of the organisations use internet as a source of recruitment. Job vacancies are advertised on 
their official website. Job-seekers send their applications and bio data through email or can place their CV 
using the internet after going through the company’s advertisement from the website. 

 � Intranet: Intranet is a system in which multiple PCs are connected to each other. PCs in intranet are not 
available to the world outside the intranet. Usually each organization has its own intranet network and 
members/employees of that organisation can access the computers in their intranet. e-Recruitment can be 
taken either through its own website or through specialized job portals. Resume scanners can be put in place 
to remove the unsuitable and unwanted candidates.
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 � Benefits of e-Recruitment:

 � The cost of recruiting is not high. � It is a less time consuming process.

 � People with desired qualities can be recruited. � It is an efficient recruitment process.

 � It gives a wide geographical coverage. The candidates can be hired from any part of the world.

 � Limitations of e-Recruitment:  

 � Access to internet and intranet is must for both the employer and the job-seekers.

 � Knowledge of using the electronic means is essential.

 � For creating websites and job portals, heavy investment is required.

 � In e-recruitment, there is lack of personal human touch.

Know the Terms
	�	CV: A curriculum vitae (CV) provides a summary of a candidate’s experience and skills. Typically, CVs for entry-

level candidates are longer than resumes—at least two or three pages.

	�	Biodata: Biodata is a short form of biographical data that usually contains all factual information.

	�	Induction Training: Induction training is a form of introduction for new employees in order to enable them to do 
their work in a new profession or job role within an organisation.

Staff Selection
 � Selection: Selection is the process of identifying and choosing the best person out of a number of prospective 

candidates for a job. It is the process of careful screening of all the available candidates to choose the most suitable 
ones to fill the job vacancies in an organisation.

 � Definitions:

 � According to Dale Yoder, “Selection is the process of choosing from among the candidates from within the 
organisation or from the outside, the most suitable person for the current position or for the future position”. 

 � In the words of David and Robbins, “Selection is a managerial decision making process as to predict which job 
applicants will be successful if hired.” 

 � According to Stone, “Selection is the process of differentiating between applicants in order to identify and hire 
those with a greater likelihood of success in a job”. 

 � Steps in the selection procedure:

 � Preliminary Screening � Application Blank

 � Selection Test � Group Discussion

 � Final Interview � Medical Test

 � Reference Check � Final Approval

 � Placement

 � Preliminary Screening: Preliminary screening helps the manager to eliminate unqualified or unfit job-seekers 
based on the information supplied in the application forms. It is essentially to check whether the candidate fulfils 
the minimum qualifications.

 � Application Blank: Application form contains columns for name, age, address, education, job experience etc. of 
candidates.

 � Selection Tests: A selection test is a method that attempts to measure certain characteristics of individuals. After 
scrutinising the applications, a list of candidates is prepared who will be tested and interviewed. 

 � Group Discussion: Group discussion is a useful means of judging the leadership ability and social traits of 
candidates. 

 � Final Interview: Final interview is a face to face conversation between the employer and the candidate. The final 
decision has to be made from among the candidates who pass the tests and interviews.

 � Medical Test or Examination: Candidates who are found suitable after interview are called for medical 
examination. The job offer is given to the candidate who are declared fit after the medical examination.

 � Reference Check: Every candidate is required to mention in the application form the names and addresses of 
at least two persons as references.  Reference check is important to collect information about the candidate’s 
background, abilities and character. 
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 � Final Approval: The candidates who are found suitable after the medical test and background investigation are 
formally appointed by issuing appointment letters to them. Such a letter generally contains a date by which the 
appointee must report on duty. The appointee must be given reasonable time for reporting.

 � Placement: Placement is putting up the selected candidates on appropriate jobs. It is the process of assigning 
specific jobs and work places to the selected candidates. Proper placement helps to improve work efficiency and 
satisfaction of employees.

 � Important Tests used for Selection of Employees:

	 �	Intelligence Tests: This is one of the important psychological tests used to measure the level of intelligence 
quotient of an individual. It is an indicator of a person’s learning ability or the ability to make decisions and 
judgments.

	 �	Aptitude Test: It is a measure of individual’s potential for learning new skills. It indicates the person’s capacity 
to develop. Such tests are good indices of a person’s future success score.

	 �	Personality Tests: Personality tests provide clues to a person’s emotions, his reactions, maturity and value 
system etc. These tests probe the overall personality. Hence, these are difficult to design and implement.

	 �	Trade Test: These tests measure the existing skills of the individual. They measure the level of knowledge and 
proficiency in the area of profession or technical training. The difference between aptitude test and trade test 
is that the former measures the potential to acquire skills and the latter, the actual skills possessed.

	 �	Interest Tests: Every individual has fascination for some job or the other. Interest tests are used to know the 
pattern of interests or involvement of a person.



Chapter - 3 : Staff Training and Staff Morale

Revision Notes
Staff Training

 � Training: Training is the process of increasing the knowledge of job and skills of employees. In other words, it is 
a process by which the aptitudes, skills and abilities of employees to perform specific jobs are increased. 

 � It is a two-way process because there must be someone to learn and someone to teach.

 � Definitions

	 � According to Edwin Flippo, ‘Training is the act of increasing the skills of an employee for doing a particular job’.

	 � In the words of Dale, I. Beach, “Training is the organised procedure in which people learn knowledge and skills 
for definite purpose.”

	 � According to Michael Jucius, “The term training is used here to indicate only the process by which the aptitudes, 
skill and ability of employee to perform specific jobs is increased.”

	� Types of Training:

	 �	Induction Training: It is also known as orientation training. It is the process of introducing and familiarizing 
new employees to the organisation. This will help the worker adjust easily with new job and organisational 
environment.

	 �	Job Training: Training is given to employees to increase the knowledge and to achieve skills for a specified 
job.

	 �	Remedial Training: This type of training is given in order to overcome the shortcomings in the behaviour and 
job performance of existing employees. It is provided to teach the right methods of doing the job.

 � Safety Training: The purpose of safety training is to give safety instructions to employees on the usage of 
machinery and the other dangerous devices. It is basically given to the employees so as to minimize the 
number of accidents caused due to the handling of machines or other equipment.

 � Promotional Training: Promotional training involves preparing employees for higher positions. The 
promotional training is given in advance so that employees get familiarized with the new roles and 
responsibilities and are comfortable at the time of promotion.

 � Refresher Training: Refresher training is provided to update the knowledge and skills of employees with the 
use of new methods and techniques. The purpose of this training is to acquaint the employees to the new and 
advanced methods and technologies and thereby improving their performance and efficiency.
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	� Methods of Training

	 � On-the-job Methods: On-the-Job methods refer to the methods that are applied to the workplace, while the 
employee is actually working.

   Apprenticeship Training: In this type of training, theoretical instructions and practical learning are 
provided in training institutes to trainees. Apprenticeship training puts the trainee under the guidance 
of a leader. These are designed to acquire a higher level of skills. People seeking to enter skilled traits, to 
become, for example, plumbers, electricians or iron workers, are often required to undergo apprenticeship 
training.

   Internship Training: It is a joint programme of training in which educational institutions and business 
firms cooperate. Selected or newly recruited candidates carry on regular studies for the prescribed period 
and are sent to vocational institutions for theoretical training. They also work in some factory or office to 
acquire practical knowledge and skills.

	 � Off-the-Job Methods: Off-the-Job methods are used away from the workplace.

   Classroom Training: Under this type of training, training is provided in company classrooms or in educational 
institutions.  The use of lectures, case studies, group discussions, audio-visuals or demonstrations can often 
make a formal classroom presentation more interesting and increases the knowledge and skills of the 
trainees. 

   Vestibule Training: In this method, a training centre called vestibule is set up and actual job conditions 
are reproduced in it. Employees learn their jobs on the equipment they will be using, but the training is 
conducted away from the actual work floor. This is usually done when employees are required to handle 
sophisticated machinery and equipment.

	� Hindrances to Training:

 � Funds required for the training are not sufficient.

 � Lack of top management support.

 � Lack of qualified trainers.

 � Poor leadership skills and training.

 � A weak learning environment.

 � Resistance to change.

	� Benefits of Training to the Employers:

 � It enhances employee productivity both in terms of quantity and quality, leading to higher profits.

 � Training increases employee morale and reduces absenteeism and employee turnover.

 � It helps in obtaining effective response to fast changing environment – technological and economic.

 � Trained employees make better and economical use of machinery and equipment which reduces wastage and 
spoilage.

 � Through training, an employer can develop its future executives and thereby ensures its stability.

	� Benefits to the Employees:

 � Improved skills and knowledge due to training leads to better career of the individual.

 � Training enables an employee to adapt to changes in work procedures and methods.

 � Increased performance by the individual helps him to earn more.

 � Training makes the employee more efficient to handle machines. Thus, less prone to accidents.

 � Training increases the self-confidence of an employee. It enables him to approach and perform his job with 
passion.

 � Training increases the satisfaction and morale of employees.

Know the Terms
	�	Productivity: Productivity is the effectiveness of productive effort, especially in industry, as measured in terms of 

the rate of output per unit of input.

	�	Production Cost: Production costs refer to the costs incurred from manufacturing a product or providing a service 
that generates revenue for that company.

	�	Unavoidable Cost: Costs a company incurs, regardless of the operational decisions it makes.
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Staff Morale
 � Morale refers to the mental condition or attitudes of individuals and groups in an organisation. It is closely 

connected with organisation. If the morale of employees/workers is high, not only the production/output 
increases and is maintained but the workers also feel satisfied and contented. 

	 � Morale is the degree of enthusiasm and willingness with which the members of a group work to perform 
their assignments. Thus, morale is an indicator of attitudes of workers towards their jobs, superiors and 
environment.

	� Low morale exists when attitudes inhibit the willingness and ability of organisation to attain company objectives. 
Thus, morale of employees should be high to achieve the organisational goals efficiently and effectively. A high 
morale limits labour turnover, wastes and disharmony.

	 � Low morale represents the presence of mental unrest. The mental unrest not only restricts production but 
also leads to ill health of the employees. Low morale exists when doubt and suspicious are common and when 
employees are depressed and discouraged i.e., there is a lot of mental tension.

	� High morale exists when employee attitudes are favourable towards their work, their company and their fellow 
workers, favourable to the total situation of the group and to the attainment of its goals.

	 � Employees with high morale like their jobs and co-operate fully with the management towards the 
achievement of objectives of the organisation. It results in job satisfaction and creates job enthusiasm. High 
morale is indeed a manifestation of the employee’s strength, dependability, pride, confidence and devotion. 
All these qualities of mind and character taken together build high morale among the employees.

	� Definitions:
	 � William Spriegel has defined morale as, ‘‘the co-operative attitude or mental health of a number of people who 

are related to each other on some basis’’.
	 � According to Alexander H. Leighton, “morale is the capacity of a group of people to pull together persistently in 

pursuit of a common purpose.”
	� Characteristics of Morale:
	 �	It is a psychological concept.
	 �	It is a relative concept.
	 �	It is a group phenomenon.
	 �	It is an indicator of attitudes of workers towards their jobs, superiors and environment.
	 �	It is a by product of group relationships.
	 �	It is dynamic in nature.
	 �	It is multi-dimensional.
	 �	It is contagious.
	 �	It is intangible.
	� Morale-Productivity Matrix
  High morale–High productivity: It reflects a predisposition to be more productive if proper leadership is 

provided. This situation is likely to occur when employees are motivated to achieve high performance standards 
through financial and non-financial rewards.

  High morale–Low productivity: The situation arises when employees spend their time and energy in satisfying 
their personal objectives and not on the organizational goals.

  Low morale–High productivity: Low morale cannot result in high productivity for a long period. This situation 
can occur for a temporary period due to fear of loss of job.

  Low morale–Low productivity: In the long run, low morale is likely to result in low productivity. 
	� Factors influencing Morale:
	 �	Nature of work	 �	Working conditions
	 �	Supervision	 �	Interpersonal Relations
	 �	Management policies	 �	Personal factors
	� Morale Depressants:
	 �	Low wage, salary and allowances	 �	Bad relations with co-workers
	 �	Unhappy family life	 �	Poor image of the company in the public
	 �	Unfriendly and unhelpful supervision	 �	Poor working conditions of the organization

	 �	Unsound policies and practices of management



10  ] Oswaal ISC Chapterwise & Topicwise Revision Notes, For Semester-1, BUSINESS STUDIES, Class –XII

	� Morale Stimulants:

	 �	High wage, salary and allowances	 �	Good relations with co-workers

	 �	Happy family life	 �	Good image of the company in the public

	 �	Friendly and helpful supervision	 �	Good working conditions of the organization

	 �	Sound policies and practices of management

	� Methods of raising morale:

	 �	Effective communication	 �	Active participation of workers

	 �	Sound personnel administration	 �	Worthwhile goals

	 �	Trusted supervision	 �	Human relations approach

	� Indicators of low morale:

	 �	High rates of absenteeism and labour turnover	 �	Many complaints and grievances

	 �	Frustration among the employees	 �	Friction among the employees

	 �	Feeling of opposition towards leadership of the organisation

	 �	Lack of discipline	 �	Low quantity and quality of output

	 �	Resistance to change	 �	High rate of accidents

	� Indicators of high morale:

	 �	Low rates of absenteeism and labour turnover	 �	Less complaints and grievances

	 �	Loyalty to the organization and its leadership or management

	 �	Good discipline. Employee’s voluntary conformity to rules and regulations

	 �	High quantity and quality of output

	 �	High degree of employees’ interest in their jobs and organization

	 �	Less rate of accidents

	 �	Willing cooperation towards objectives of the organization.

Know the Terms
	� Labour turnover: It refers to the rate at which employees leave employment. 

	� Incentive: A payment or reward to stimulate greater output or investment.



Chapter - 4 : Staff Motivation and Staff Remuneration

REVISION NOTES
Staff Remuneration

 � Remuneration: The term remuneration means compensation or pay, but it has a broader meaning than pay 
because it can include not just basic salary or bonuses but commissions and other payments or benefits paid 
under the terms of an employment contract as well.

  It is the reward for employment in the form of pay, salary, or wage, including allowances, benefits (such as 
company car, medical plan, and pension plan), bonuses, cash incentives, and monetary value of the non-cash 
incentives.

	� Time rate system guarantees wages to workers on the basis of time; irrespective of production done by them 
during the wage-period.

	 �	As such, it fails to discriminate between an efficient worker and an inefficient one.

	 �	Efficiency of workers is low under this system as workers have a tendency to do minimum work.

	 �	Quality of work is better under this system as workers are in no hurry to speed up production. They have 
full chance to demonstrate their craftsmanship.

	 �	There is lesser wastage of raw-materials, better handling of machines under this system, and consequently 
there are lesser chances of industrial accidents; as workers are in no hurry to speed up production.
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	� Time rate system is suitable under the following situations:

	 �	When productivity of an employee cannot be measured precisely.

	 �	Where quality of products is more important than the quantity produced.

	 �	Where individual employees do not have any control over production.

	 �	Where close supervision of work is possible.

	 �	Where work delays are frequent and beyond the control of workers.

	� Merits of Time rate system:

	 �	It is simple and easy to understand.

	 �	This system provides a feeling of economic security to workers.

	 �	This system results in lesser wastage of materials, tools and machinery and fewer accidents.

	 �	This system leads to improvement in the quality of output.

	 �	Trade unions prefer this system because it facilitates workers unity.

	� Demerits of Time rate system:

	 �	This system makes no distinction between efficient and inefficient workers.

	 �	This system provides lack of incentives.

	 �	In order to ensure that workers do not misuse their time, close supervision becomes necessary.

	 �	It becomes difficult to accurately calculate the labour cost per unit.

	� Piece rate system promises wages to workers on the basis of production done by them. As such, it discriminates 
between efficient and inefficient workers as the latter get lower wages. Under this system, efficiency of workers 
is high as workers try to produce more and more, to claim higher wages.

	 �	Quality of work is rather poor under this system; as workers are in a hurry to speed up production to claim 
higher wages. As a matter of fact, workers, pay minimum attention to the qualitative aspects of work.

	 �	There is a greater wastage of raw-materials, careless handling of machines under this system; and 
consequently there are more chances of industrial accidents as workers are in a hurry to speed up production.

	 �	There is no need for supervision over workers as the system of wage payment makes them self-starters.

	� Piece rate system is suitable under the following situations:

	 �	Where production quantity is more important than the quality of the product.

	 �	When the work is of repetitive nature.

	 �	When the mass manufacturing system of production is followed and the work is standardized, suitable for 
continuous manufacturing.

	 �	When it is possible to measure the production/output of workers separately.

	 �	When strict supervision is not required and/or it is difficult.

	� Merits of Piece rate system:

	 �	This system motivates the workers because reward is directly linked with effort.

	 �	There is less supervision required under this system.

	 �	Workers cooperate with the management in installation of new and better equipment and in other measures 
designed to improve efficiency.

	 �	It is easy to determine labour cost per unit.

	 �	Management can plan and control production with greater accuracy.

	 �	It is easy to distinguish between efficient and inefficient workers.

	� Demerits of Piece rate system:

	 �	It is difficult to understand this system.

	 �	This system leads to insecurity as no minimum wages are guaranteed to workers.

	 �	The quality of the work declines as workers try to maximise the quantity of output.

	 �	This system leads to wastage of resources.

	 �	This system can create friction among employees and disputes may arise regarding determination of piece 
rate.

	 �	This system is very costly to design, install and maintain.
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	� Payroll is the process by which employers pay an employee for the work they have completed.

	 � A payroll system involves everything that has to do with the payment of employees and the filing of 
employment taxes.

	� Pay slip is a piece of paper given to an employee at the end of each week or month, which states how much 
money he or she has earned and how much tax has been deducted. It is a small document, included with an 
employee’s wage or salary, giving details of money earned and tax and insurance paid.

	� Employee Remuneration refers to the reward or compensation given to the employees for their work 
performances. Remuneration provides basic attraction to an employee to perform job efficiently and effectively. 
Remuneration leads to employee motivation. Salaries constitute an important source of income for employees 
and determine their standard of living.

	� Employee’s Provident Fund (EPF) is a retirement benefit scheme that is available to all salaried employees. A 
provident fund is a compulsory, government-managed retirement saving scheme. Workers contribute a portion 
of their salaries into a provident fund and employers must contribute on behalf of their employees. The money 
in the fund is then paid out to retirees. 

	� National Pension System (NPS) is a voluntary, defined contribution retirement savings scheme. The NPS has 
been designed to enable systematic savings during the subscriber’s working life. It is an attempt towards finding 
a sustainable solution to provide adequate retirement income to every citizen of India.

	� Group health insurance is a type of medical insurance package that covers group of people, or employees 
working in an organisation, or of a society or of a registered residential apartment. The plan covers medical 
benefits for the employees (insured), their spouse, their children and the dependent parents (if mentioned).

	� Group life insurance is a type of life insurance in which a single contract covers an entire group of people. 
Group life insurance is a type of life insurance in which a single contract covers an entire group of people. In 
this policy, lump sum benefits are payable to the beneficiary in case of the death of the employee during the 
period of the plan.

	� Gratuity is given by the employer to an employee for the services rendered by him for 5 years or more. It is 
usually paid at the time of leaving the employment or  retirement but it can be paid before if certain conditions 
are met. 

	� Leave Encashment means to avail salary in lieu of accumulated leaves. In any organisation, leave encashment 
is one of the major incentives for employees not to avail leaves. Normally the Leave Encashment policy of the 
organisation allows you to encash the leave at basic salary.

	� Types of Leaves:

	 (i) Sick leave: A member of staff who is prevented by illness from carrying out his/her duties is required 
to furnish a medical certificate signed by a qualified Medical Practitioner or use such other mode of 
communication to this effect within two consecutive working days of absence.

	 (ii) Earned leaves are the leaves which are earned in the previous year and enjoyed in the preceding years/ 
next year. These are also known as privilege leave as these can be carried forward for the quantum up 
to the total of three years and vary from state to state as per the Shop and Establishment Act. 

	 (iii) Leave without pay may be granted to a permanent or probationary, full or part-time employee for 
various reasons, including family and medical leave, extended educational purposes, vacation or 
personal reasons.

	 (iv) Sabbatical leave is defined as a time period in which a person does not report to his regular job but who 
remains employed with that company. 

	 (v) Casual leave is provided to take care of urgent and unseen matters. In case of casual leave normally 
companies restrict maximum to 3 days in a month. In this case either the person has to take the 
permission in advance or has to be approved on joining.

 (vi) Maternity leave: Female employees shall be entitled to 180 calendar days maternity leave with full 
pay. In this regard, no employer shall forfeit her annual leave entitlement on account of having taken 
maternity leave.

Know the Terms
	�	HRA: HRA stands for House Rent Allowance. It is provided by employers to their employees as a part of their 

salary for the expenses incurred towards rented accommodation. 

	�	LTA: Leave Travel Allowance (LTA) is a type of allowance which is provided by the employer to his employee 
who is travelling on leave from the work to cover his travel expenses.
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	�	Pecuniary benefit means any advantage in the form of money, property, commercial interest or anything else, 
the primary significance of which is economic gain.

	�	DA:  Dearness Allowance (DA) is a component of salary which is some fixed percentage of the basic salary, 
aimed at hedging the impact of inflation.

Staff Motivation
 � Motivation: The term ‘motivation’ has been derived from the word ‘motive’. Motive means the urge to do 

something. It may be defined as an inner state of our mind that activates and directs our behaviour. It makes us 
move to act.

	 � Motivation may be defined as the process of inducing or inspiring people to take the desired course of action.

	 � Motivation is the process of stimulating people to action to accomplish desired goals. Motivation depends 
upon satisfying needs of people.

 � Staff Motivation: Staff Motivation is defined as the level of energy commitment, persistence and creativity that a 
company’s workers bring to their jobs.

	� Definitions:

	 �	William G. Scott: ‘‘Motivation means a process of stimulating people to action to accomplish desired goals.’’

	 �	McFarland: ‘‘Motivation refers to the way in which urges, drives, desires, aspirations, and strivings or needs 
direct, control and explain the behaviour of human beings.’’

	 �	Robert Dubin: ’’Motivation is the complex set of forces starting and keeping a person at work in an organisation. 
Motivation is something which moves the person to action and continues him in the course of action already 
initiated.’’

	 �	Fred Luthans: ’’Motivation is a process which begins with a physiological or psychological need or deficiency 
which triggers behaviour or a drive that is aimed at a goal or incentive.’’

	� Characteristics of Staff Motivation:

	 �	Motivation is an internal feeling. 

	 �	Motivation can either be positive or negative.

	 �	Motivation is a psychological concept.

	 �	Motivation is total, not piecemeal.

	 �	Motivation is a continuous process.

	 �	Motivation produces goal-directed behaviour.

	 �	Motivation may be financial or non-financial.

	 �	Motivation is a complex process.

	� Differences between Motivation and Morale:

	 �	Motivation is the process of inspiring people to work hard for the achievement of desired common goals. 
Whereas, morale is a composite of feelings, attitudes and sentiments.

	 �	Motivation is an individual’s willingness to work but morale is largely a group phenomenon.

	� Importance of Staff Motivation:

	 �	Motivation helps to improve performance levels of employees as well as the organisation.

	 �	Motivation helps to change negative or indifferent attitudes of employee to positive attitudes.

	 �	Motivation helps to reduce employee turnover.

	 �	Motivation helps to reduce absenteeism in the organisation.

	 �	Motivation helps managers to introduce changes smoothly without much resistance from people.

	� Factors influencing Motivation:

 � Monetary incentives

 � Non-monetary incentives

	� Monetary incentives: Monetary incentives refer to incentives which are in direct monetary form or measurable 
in monetary terms and serve to motivate people for better performance. These incentives may be provided on 
individual or group basis. These incentives may be paid in cash or in kind.

	 � The monetary incentives generally used in organisations are:

   Wages and salaries

   Pay and allowances
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   Fringe benefits

   Cash rewards

   Bonus

	� Non-monetary incentives: These incentives are non-financial because they are not measurable in terms of 
money and do not add to the income of the recipient. These incentives are more helpful in satisfying ego and 
self-actualization needs.

	 � The non-monetary incentives generally used in organisations are:

			Job satisfaction

			Appreciation of work

			Status symbols

			Growth opportunities

			Participation in management

			Healthy competition

			Knowledge of results

	� Differences between Monetary and Non-monetary Incentives:

	 �	Monetary incentives involve payment of money whereas non-monetary incentives do not involve use of 
money.

	 �	Monetary incentives are tangible whereas non-monetary incentives are intangible.

	 �	Monetary incentives satisfy lower-level needs whereas non-monetary incentives satisfy higher level needs.

	� Maslow’s Theory of the Hierarchy of Human Needs: Abraham Maslow, an American psychologist, first 
developed his famous theory of individual development and motivation in his 1943 paper, “A Theory of Human 
Motivation” on the basis of human needs. 

	 �	He suggested that human beings have a hierarchy of needs, i.e., that all humans act in a way which will 
address basic needs, before moving on to satisfy other, hence called higher level needs.

	 �	These needs are explained and shown in the following figure:

	 �	Physiological needs: These are the basic needs of air, water, food, sex, sleep, clothing and shelter. In other 
words, physiological needs are essential for the survival of human life.

	 �	Safety needs: Safety needs include physical, environmental and emotional safety and protection. Security 
needs consist of job security, financial security, protection from theft, fire, accident and animals, family 
security, health security, etc.

	 �	Social needs: Man is a social animal and he has a need to belong and be accepted by others. Social needs 
include the need for love, affection, care, belongingness, friendship and acceptance by various social groups. 

	 �	Esteem needs: Esteem needs are of two types: self-esteem which includes self-respect, confidence, 
competence, achievement and freedom and esteem of others which consists of recognition, power, status, 
prestige, achievement, attention and admiration.
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	 �	Self-actualization needs: These are the needs for realising one’s full potential. This includes the urge to 
become what you are capable of becoming or what you have the potential to become. It includes the need for 
growth and self-fulfilment. The self-actualization needs are never fully satiable. As one grows psychologically 
there are always new opportunities to continue to grow.

	� Assumptions:

	 �	Human needs can be classified in the hierarchy of their importance progressing from a lower to a higher 
order of needs.

	 �	A person attempts to satisfy one category of needs at a time. As soon as the person’s needs are met on one 
level, he moves up to the next level of needs. 

	 �	A satisfied need cannot serve as a primary motivator of behaviour, only an unsatisfied need can influence 
behaviour and motivate people.

	 �	Until the lower level needs are satisfied, higher level needs remain inactive.

	� Criticisms:

	 �	The theory is not empirically supported.

	 �	Maslow’s model is much too rigid to explain the dynamic and unstable characteristic of employee needs.
	 �	There is a lack of hierarchical structure of needs as suggested by Maslow, though every individual has some 

ordering for his need satisfaction.
	 �	Needs other than those identified by Maslow also motivate people, e.g., spiritual needs.
	 �	People can also operate on more than one need level simultaneously or may move to a lower level of needs 

if their life circumstances change.
	� Herzberg’s Two-Factor Theory: The Two-Factor Theory includes two types of factors that affect how motivated 

or satisfied an employee is at work. These are comprised of hygiene factors and motivational factors.
	� Hygiene Factors: Hygiene factors are those that need to be addressed by a business in such a way that they would 

not result in employee’s unpleasant experiences and feelings at work. The presence of hygiene factors does not 
lead to positive satisfaction or higher motivation but their absence results in dissatisfaction among employees. 
The hygiene factors are:

	 �	Wages, salaries and other financial remuneration	�	Company policy and administration
	 �	Quality of interpersonal relations	 �	Working conditions
 � Feelings of job security � Quality of supervision
	� Motivational Factors: Motivator factors emerge from the need of an individual to achieve personal growth. Job 

satisfaction results from the presence of motivational factors. Moreover, effective motivational factors do not only 
lead to job satisfaction, but also to better performance at work. The motivational factors are:

 � Challenging or stimulating work � Status
 � Opportunity for advancement � Responsibility
 � Sense of personal growth or job achievement � Acquiring recognition

Know the Terms
	�	Fringe Benefits: Fringe benefits are the additional benefits offered to an employee, above the stated salary for the 

performance of a specific service.
	�	Bonus: A sum of money added to a person’s wages as a reward for good performance.
	�	Job Security: It is a state of having a job that is secure and from which one is unlikely to be dismissed without any 

valid cause.



Chapter - 5 : Staff Promotion and Transfer

REVISION NOTES
Staff Promotion

 � Staff Promotion means elevation to a higher job accompanied by increased pay and privileges. It is an upward 
advancement of an employee in an organisation, which commands better pay, better status, higher opportunities, 
higher responsibilities and better working environment.
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	 � Promotion is vertical movement of an employee within the organisation. In other words, promotion refers to 
the upward movement of an employee from one job to another higher one, with increase in salary, status and 
responsibilities. Promotion may be temporary or permanent, depending upon the needs of the organisation.

	 � Promotion is defined as giving higher position to the employee which carries more responsibilities and higher 
status. Promotion means advancement of an employee in terms of pay and status and also improvement in 
working conditions.

 � Definition:

	 � According to Dale Yoder, “Promotion provides incentive to initiative, enterprise and ambition; minimizes 
discontent and unrest; attracts capable individuals; necessitates logical training for advancement; and forms 
an effective reward for loyalty and cooperation, long service, etc.

	 � According to Scott and Clothier defined Promotion as “A promotion is the transfer of an employee to a job 
which pays more money or one that carries some preferred status.”

	 � According to Edwin B. Flippo, “A promotion involves a change from one job to another that is better in terms 
of status and responsibilities.”

	� Benefits:

	 �	Recognition of employee’s performance and commitment.

	 �	Increase in the motivation level of employees towards better performance.

	 �	Helpful to develop competitive spirit among employees for acquiring knowledge and skills for higher level jobs.

	 �	Helpful in retaining skilled and talented employees.

	 �	Reduction in  discontent and unrest.

	 �	To fill up a vacant position that is created due to retirement, resignation or demise of an employee. In this case 
next senior employee will be promoted to the vacant job.

	 �	Helpful in utilizing more effectively the knowledge and skills of employees.

	 �	Helps in attracting suitable and competent employees.

	� Limitations:

	 �	Employees promoted from within the organization may not possess the required knowledge and skills.

	 �	More talented outsiders may not be employed.

	 �	Mobility of labour is stopped as a person will stick to the organisation which he joins.

	 �	Promotion decision may involve favouritism in the absence of clear cut criteria.

	 �	The expansion and the growth of the organisation is restricted by the limited talents of existing staff.

	� Open policy: In this policy, all the employees are considered as the candidates for promotion. Vacancies at higher 
posts to be filled through promotion are announced to employees.

	� Closed policy: All the employees are not considered as the candidates. Vacancies are not announced to employees.

	� Dry promotion: An increase in responsibilities and status without any increase in pay or other financial benefits 
is termed as dry promotion. For example, a professor in a university becomes Head of the Department. 

	� Upgradation: It implies movement of an employee to a higher pay scale without any change of job. In an  
upgradation, the candidate continues to hold the same post without any change in the duties and responsibilities 
but merely gets a higher pay scale. 

	� Requirements of a Sound Promotion Policy:

	 �	The policy must specify rules regarding the proportion of internal and external recruitment for each 
department and grade.

	 �	A method of assessing the potentials of employees must be introduced.

	 �	It must be fair and equitable.

	 �	It must be consistent.

	 �	Seniority cum merit may be made a base for promoting employees to higher position.

	 �	Appropriate authority must be entrusted with the task of making final decision.

	 �	The percentage of higher level vacancies to be filled up through promotion should be clearly specified.

	 �	The promotion policy should be reviewed and updated from time to time.

	 �	The lines of promotion should be clearly defined for each and every job.
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	� Basis of Promotion:

	 �	Seniority: Seniority of an employee refers to the relative length of service in an organization. When seniority 
is considered as the basis of promotion, the rule is to promote the employee having the longest length of 
service, irrespective of whether the employee is competent to occupy a higher post or not.

	 �	Merit: Merit indicates an employee’s knowledge, skills, abilities and efficiency measured from the employee’s 
educational qualifications, experience, job performance and training records. In case of merit promotion, an 
employee is promoted on the basis of excellent and superior performance in the current job. This is done 
through performance appraisal by the organization.

	 �	Seniority-Cum-Merit: It is necessary for the organizations to give due weightage to both seniority and merit 
while promoting their employees. A combination of both seniority and merit can be considered as the basis of 
promotions, thereby satisfying the management for organizational effectiveness and the employees and trade 
unions for respecting the length of service.

Know the Terms
 � Knowledge: Knowledge refers to the awareness or familiarity gained by experience of a fact or situation.

 � Skill: It is the ability to do something well.

 � Nepotism: It refers to the practice among those with power or influence of favouring relatives or friends, 
especially by giving them jobs.

Staff transfer
	� Transfer means shifting of an employee from one job to another, one unit to another or one shift to another and 

may involve a new geographical location. Transfers may be initiated by the organisation or by the employees with 
the approval of the organisation.

	 � Transfer is a process of placing employees in positions where they are likely to be more effective or where they 
are likely to get more job satisfaction. This transfer is a process of employee’s adjustment with the work, time 
and place. In transfers, there may or may not be a change in responsibility, designation and pay, etc.

	 � A transfer is a horizontal or lateral movement of an employee from one job, section, department, shift, plant 
or position to another at the same or another place where his pay, status and responsibility are mostly the 
same. It generally does not involve a promotion, demotion or a change in job status other than movement 
from one job or place to another.

	� Definitions

	 � According to Dale Yoder, “A transfer involves the shifting of an employee from one job to another without 
special reference to change in responsibilities or compensation.” 

	 � According to Keith Davis, “Job transfers occur when an employee is moved from one job to another job that is 
relatively equal in pay, responsibility and/organizational level.”

	 � Edwin B. Flippo defines, “Transfer is a change in job where the new job is substantially equal to the old in terms 
of pay, status and responsibilities.”

	� Need for Transfer:

	 �	To increase the effectiveness of the organisation.

	 �	To increase versatility and competence of key positions.

	 �	To deal with fluctuations in work requirements.

	 �	To correct incompatibilities in employee relations.

	 �	To correct erroneous placement.

	 �	To relieve monotony.

	 �	To move an employee in the interests of health or age.

	 �	To provide creative opportunity.

	 �	To train employees for later advancement or promotion.

	� Types of Transfers:

	 �	Replacement	 �	Versatility

	 �	Remedial	 �	Production
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	� Replacement Transfer: A long standing employee may sometimes replace a new employee to get relief from 
heavy pressure of work. An employee with a long service may be transferred in some other department to replace 
a person with a shorter service.

	� Versatility Transfer: To make the employees competent and versatile, these transfers are initiated. Such transfers 
are made to develop all round proficiency among employees. The versatility transfers are made for the purpose 
of preparing the employees for production and replacement transfer. They are shifted from one job to another to 
increase their knowledge and experience. An employee is trained on different jobs so as adjust him on a different 
job when there is no work at his seat or job.

	� Remedial Transfer: Remedial transfers provide management with a procedure whereby an unsatisfactory 
placement can be corrected. These transfers are made to rectify errors in selection and placement of employees. 
When the initial placement of an employee is faulty, or the worker is not comfortable with the superior or with 
the co-workers, or there are some health issues, then these transfers are affected as a remedy to the situation.

	� Production Transfer: Such transfers are made when there is need for more personnel in one branch or plant and 
surplus of staff in the other. Production transfer helps to stabilize the employment in the company and avoidance 
of lay off, an employee may be transferred from one department to another department.

Know the Terms
 � Monotony: It refers to a situation in which something stays the same and is therefore boring.

 � Job Rotation: Job Rotation is a management approach where employees are shifted between two or more 
assignments or jobs at regular intervals of time in order to expose them to all verticals of an organization.

 � Product Line: A product line is a group of products that a company creates under a single brand.

 � Organisational Structure: An organizational structure is a system that outlines how certain activities are directed 
in order to achieve the goals of an organization.



Chapter - 6 : Staff Separation and Emerging Trends in 
Human Resources 

REVISION NOTES
Emerging Trends in Human Resources

	� Flexible working gives employees flexibility on how long, where and when they work. Employees access flexible 
working through human resources policies, which usually require supervisory approval.

	� Flexible working is comprised of three main arrangements: full-time, part-time and career flexibility.

	� Full-time flexible options include: 

	 �	Flexible hours: the ability to choose the start and finish time of the working day within core hours;

	 �	Telework: the chance to work from home or another place one or several days a week;

	 �	Time banks: the ability to take time off in compensation for overtime;

	 �	Compressed work weeks: such as working four longer days and taking the fifth day of the week off, or 
working a nine-hour day fortnight.

	� Flexible hours is a work practice that allows the employees a certain degree of freedom in deciding how the work 
will be done and how they’ll coordinate their schedules with those of other employees. The employer sets certain 
limits such as minimum and maximum number of hours of work every day, and the core time during which all 
employees must be present.

	� When you are a permanent part-time employee, you are employed by a company to work a set number of hours 
a week on a part-time basis. The period of time you work for the company can vary; for instance you might have 
a contract that states you’ll be employed for six months, or indefinitely.

	� Work from Home is a concept where the employee can do his or her job from home. Work from home gives a 
flexible working hour to the employee as well as the job for the employer is done with ease. Work from home is 
helpful towards delivering work life balance to the employee, and also parallelly helps the company to get the 
work done. Nowadays, most of the employers are offering this option to their employees.
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	 � A Work from Home or Work at Home arrangement involves working from home and differs from the 
teleworking or telecommunication arrangement in that it does not require that the employee stays 
electronically connected to the work location during business hours. Work performed is generally done 
independently so does not require team interaction or consistent communication. It is also more likely that 
the employee can live far from the actual location of the business for which he or she is working because face 
to face contact at the location may not be necessary.

	� Retainer is a person who is retained by a firm or a company for giving advice on some complex matters which 
require expert opinion, for example, Labour Laws, Provident Fund matters or Intellectual Property issues, etc.

	� Retainership contract is one in which the employees are hired on retainership basis. Since there are no fixed 
hours of office attendance, of such a contract, statutory requirements of employment like PF, Bonus, Gratuity, etc., 
are not applicable to the individuals. The working hours, monthly charges, and other benefits can be given 

depending upon mutual understanding and terms of contract between the company and the individual, there will be 
no master and servant relationship in such contract.

	� A Virtual Team (also known as a geographically dispersed team, distributed team, or remote team) usually refers 
to a group of individuals who work together from different geographic locations and rely on communication 
technology such as email, FAX, and video or voice conferencing services in order to collaborate.

	 �	Virtual team can be defined as a team of people which can be working in same office or spread across various 
locations–which can be different cities, countries and hence different time zones too. People of varied cultures, 
backgrounds and expertise come together to work on a common goal.

	 �	Generally virtual teams are formed for either finding solution to critical problems, development of a new 
product/service and problems of similar difficulty level.

	� A Self-managing team is a self-organized small group of employees whose members determine, plan, and 
manage their day-to-day activities and duties under reduced or no supervision. It is also called self-directed team 
or self-managed natural work team.

	 � A Self-managed team is a group of employees that is responsible and accountable for all or most aspects of 
producing a product or delivering a service. Traditional organisational structures assign tasks to employees 
depending on their specialist skills or the functional department within which they work. A self-managed 
team carries out supporting tasks, such as planning and scheduling the workflow and managing annual leave 
and absence, in addition to technical tasks. Management and technical responsibilities are typically rotated 
among the team members.

	 � Self-management teams work towards goals that are defined by a staff person outside the team. A Self-
directed team defines its own goals. While the self-management team is independent, the team members are 
interdependent. The team is self-regulating, operating with few external controls. Team members determine 
schedules, procedures and the need to make adjustments. Self-management teams are used in different work 
environments, including manufacturing, service industries, professional services and virtual environments. 
Effective self-management team models are appropriate for the type of work performed, the workplace 
environment and the structure of the business.

Know the Terms
 � Knowledge: Knowledge refers to the awareness or familiarity gained by experience of a fact or situation.

 � Skill: It is the ability to do something well.

 � Nepotism: It refers to the practice among those with power or influence of favouring relatives or friends, 
especially by giving them jobs.




