Chapter- VI
Human Resources Management
There is no more critical area among the managers responsibility than human resources. Inspite its importance, human resources is one of the most ignored and most poorly performed management functions. In economic recessions, inventories drastically and sell machinery than to dispose of their most important asset: people.
The Scope of Human Resources 
Most organizations have a continuing need for new personnel when people change fobs, change companies, or retire. As any organization grows, it requires additional personnel. All new employees must be trained in order to be productive. They must be compensated for their services, or they will seek other employment. The people factor tends to complicate the HR job. There are some definite, easily recognized steps that should be taken in the HR process:

1. Determination of needs

2. Selection and recruiting

3. Orientation and training

4. Performance appraisal 

5. Compensation

6. Promotion and

7. Termination











The human resource cycle

These are not the “seven magic steps” of human resources. They are seven areas that should receive attention from the manager who deals with human resources.

Selection Procedure
There are always certain minimum requirements unique to a firm. a good recruiter should be able to eliminate quickly and accurately candidates who do not fulfill these requirements. Large and more experienced companies will take the long view of recruiting. Many managers in the recruiting situation like to depend on their own personal judgment. Nonsense! Scientific indicators must not be blindly tested. The approach to selection should be established at the outset.

To warrant employment:

An applicant must meet the standards at each step of the selection procedure, and must quality for the job in all five respects.

Steps in selection:

1. Screening interview- reject if obviously unsuited to the job

2. Application form- reject if lacks essential qualifications

3. Employment tests- reject if test scores are too low (or too high)

4. Reference check- reject if record in previous job disqualifies, poor job progress, of couldn’t get along with others.

5. Comprehensive interview- 

Reject if too little ability, personally unacceptable work habits poor, no real interests, or immature or unstable.

6. Analysis & Decision

Reject if picture as a whole is not favorable

Quality in all respect- EMPLOY upon favorable medical report.
Training and Development
The advantage of training:

A properly designed and conducted training course can bring about:

1. Increase management skills.

2. Creation of a reserve of qualified personnel to replace present incumbents and to staff new positions.

3. Improved selection for promotion.

4. Provision for the best combination of youth, vigor, and experience in top management and increased span of productive life in high level position. 

5. Improved executive morale.

6. Attraction to the company of ambitious people who wish to move ahead as rapidly as their abilities permit.

7. Increased effectiveness and reduced costs, resulting in greater assurance of continued profitability.

Types of Training
There are many ways to teach employees new skills, knowledge or attitudes:

1. On-the-job training
One of the simplest and least costly ways lets the employee learn by actually performing the job under supervision.

2. Vestibule training

(Named for the entrance hall of a building, where training equipment was originally locate). It puts the employee through a short course under working conditions that closely resemble actual sho0p or office conditions.

3. Apprenticeship training
Used primarily in trade and craft work, place the novice under the long-term instructive care of an expert.

4. Internship training

Internship training is a joint program by schools and businesses in which students take alternate doses of classroom and real-life training.

5. Outside courses in vocational, correspondence, trade and evening schools are encouraged and occasionally even provided for employees.

6. Retraining enables displaced workers to learn the skills necessary for other jobs.

Training Techniques

In training, variety is an essential ingredient if a program is to coming life. Such as,
1. Lectures are useful for dispensing specific information. Transparencies, slides, charts, and other visual aids can help break the monotony of a lengthy presentation.

2. Cases are detailed description of real business situations that students are asked to ‘manage’ for vicious experience.

3. Role playing encourages participants to get inside the skin of the characters in an incident. 

4. Self-development programs make use of programmed learning and reading assignments.

5. Simulation exercises reproduce in microcosm a realistic set of problems and challenges (rather than mere talking about the concepts that have been discussed).
Management development

Because the management task require greater creativity and innovation than most line positions, the various methods of developing mangers have themselves become more creative and innovative:
1. Planned progression gives the young manger a clear picture of the path that leads to the top.

2. Job rotation can take several forms into non supervisory work slots, into higher management positions for observation only and so on. Each rotation brings new experience and widens the manager’s perspective of the total organization.
3. “Assistant-to” positions permit trainees to broaden their viewpoint and background by putting them in close contact with seasoned managers in action.

4. Serving on committees enables trainees to observe the interpersonal workings of experienced executives as well as the compromise bargaining that must take place to hammer out a consensus.
5. Junior boards can be created to give young managers experience in heading a discussion, investigating problems, preparing reports and proposals, and making presentation.

6. Outside experiences, such as conferences, university courses and seminars can enhance the training of young mangers.

Writing Right Resumes
The resume is a job-getting requirement that is often shortchanged by beginning job seekers. The resume should be thought of as an assist to the interviewer. Make it simple. Make it clear. Make it interesting. There are two styles of writing resume.

1. American Style

	
	
	Resume

	
	
	Jenifer Roberts

	
	
	1320 Forest Drive                      Married

	
	
	Pulo, Alto, CA 94309                No Children

	
	
	tel: (650) 498-129

	
	
	e-mail: jrobersts@mailbox.com

	
	
	

	Objectives
	:
	To obtain a position as a German-English translator with a firm in the Bay Area

	Education
	:
	

	1996-98
	
	Master of Arts in Translation, Stanford University

	1990-94
	
	Bachelor of Arts (Com laude)

	Experience
	:
	

	1998-present
	
	Freelance technical translator, German-English, mostly for hi-tech industries in California

	1996-98
	
	Teaching Assistant (German), Stanford University

	1994-96
	
	English Teacher, Cambridge Institute, Heidelbarg, Germany

	
	
	

	Languages
	:
	Fluent German and Russian

	Personal
	:
	Interests include sailing, cooking and entertaining friends

	Reference
	:
	Dr. M. Rosen, Chair, Dept of Modern Languages, Stanford University, Palo Alto, Ca 94305


2. British Style
	
	CURRICULUM VITAE

	
	

	Name
	Peter James Green

	Address
	26 Windmill Road, Bristol BS2 6DP

	Telephone
	0117945649

	Nationality
	British

	Date of birth
	11 March 1977

	Marital status
	Single

	
	

	Education/Qualifications
	

	1996-99
	Anglia Poly technique University: BA in Graphic Design (First class Hons.)

	1995-98
	Clifton School, 3 A levels: Art (A); Design and Technology (A); Mathematics (C) 10 GCSES

	
	

	Employment to date
	

	1999-present
	EMS corporate imaging, Design Department, Riverside House, 22 Charles St. Bristol

	Skills
	Computer literate: familiar with a number of desin and DTP

	Interests
	Tennis, Swimming, Jazz


Interviewer

Interviewer’s Rating Scale

The recruiter will try to read between the lines when talking to an applicant. In the interview situation, one can often discover significant aspects of personal attitude, drive, initiative, and common sense.

1. Appearance: dress, grooming, bearing, health

2. Manner: poise, self-confidence, executive stature

3. Voice and expression: clarity, grammar, modulation

4. Organization: ability to present case logically and get to point quickly

5. Experience: kind of work, indication of interest, ability and leadership, accomplishments

6. Reaction: alertness, quickness of responses

7. Face of drive: ability to stimulate others, self-assurance

8. Intelligence: reasoning ability, smartness, keenness

9. Sensitivity: social sensitivity, “ good with people”

10. Interest: sincerity of ambitions and objectives

Preparation for the Interview
Physical:


Women – 

· Fully rested

· Appropriate and becoming dress

· Careful grooming

· Clean hair simple style

· Nails wells manicured

· Minimum of jewelry

Men –

· Fully rested

· Clear, well-pressed suit

· Fresh shirt

· Conservative tie

· Hair trimmed

· Nails clean

· Close shave

Mental –

· Be familiar will all information on your resume

· Be prepared to take skills and aptitude test

· Be prepared to answer the following questions:

· What position are you applying for?

· What experience have you had?

· What school subjects did you like?

· What do you do in your free time?

· Why do you want to work for this company?

· Would you work overtime?

· Do you have any marriage plan?

Always be prepared to take a pre employment test. Take along a good pen, eraser, and a clean note book. These can be carried in a plastic case or a clean manila envelope.

Also be sure to have:

· copies of your resume (at least two)

· all types of documents

· letters referees

Checklist for Job Applicants
According to study of 153 companies, the following negative characteristics are frequently responsible for rejection of a job applicant. Such a list also serves to outline what business people are looking for when they hire a new employee.
1. Poor personal appearance
2. Over bearing, overaggressive – “known it all”

3. Unable to express oneself clearly – poor voice, grammar

4. Has not planned for career – no purpose and goals

5. Lacks interest and enthusiasm – passive, indifferent

6. Lacks confidence and poise – nervous, ill at ease

7. Overemphasis money – interested only in best taka offer

8. Penciling to start at the bottom – expects too much too soon

9. Lacks tact

10. Lacks maturity

11. Lacks courtesy – ill-mannered

12. Fails to look interviewer in the eyes

13. Limp handshake

14. Indecisive

15. Late to interview without good reason [image: image1.png]



Sheet-1





Determination of needs





Recruit / Selection





Appraisal





Rewards





Development





Promotion





Termination





Performance








PAGE  
9
Edited by-

Md. Salauddin Palash, Lecturer, Department of Cooperation and Marketing,BAU

