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HUMAN RESOURCE PLANNING AND DEVELOPMENT

1. HUMAN RESOURCE PLANNING AND RECRUITMENT.
1.1Corporate Vision
Q. What will our business look like in 3 to 5 years from now?
Q. Does vision statement create enthusiasm and pose a challenge that inspires and
engages people in the company?
A vision statement is sometimes called a picture of your company in the future but it’s so
much more than that. Your vision statement is your inspiration, the framework for all
your strategic planning.
A vision statement may apply to an entire company or to a single division of that
company. Whether for all or part of an organization, the vision statement answers the
question, "Where do we want to go?"
What you are doing when creating a vision statement is articulating your dreams and
hopes for your business. It reminds you of what you are trying to build.
While a vision statement doesn't tell you how you're going to get there, it does set the
direction for your business. (For more on the role of your vision statement in business
planning, see Quick-Start Business Planning.) That's why it's important when crafting a
vision statement to let your imagination go and dare to dream – and why it’s important
that a vision statement captures your passion.
Unlike the mission statement, a vision statement is for you and the other members of your
company, not for your customers or clients.
When writing a vision statement, your mission statement and your core competencies can
be a valuable starting point for articulating your values. Be sure when you're creating one
not to fall into the trap of only thinking ahead a year or two. Once you have one, your
vision statement will have a huge influence on decision making and the way you allocate
resources.
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1.2 Organizational Mission

Q. What’s so important about developing a
mission statement?
Q .Should we write our mission statement in
general terms? Or should we be very specific?

The nature of a business is often expressed in
termsof its Mission which indicates the purpose
and activities of the business, for example, "to
design, develop, manufacture and market specific
product lines for sale on the basis of certain features
to meet the identified needs of specified customer groups via certain distribution channels
in particular geographic areas". A statement along these lines indicates what the business
is about and is infinitely clearer than saying, for instance, "we're in electronics" or worse
still, "we are in business to make money" (assuming that the business is not a mint !). Also,
some people confuse mission statements with value statements (see below) - the former
should be very hard-nosed while the latter can deal with 'softer' issues surrounding the
business. The following table contrasts hard and soft mission statements.

Hard
What business is/does
Primary products/services
Key processes & technologies
Main customer groups
Primary markets/segments
Principal channels/outlets

Soft
Reason for existence
Competitive advantages
Unique/distinctive features
Important
philosophical/social issues
Image, quality, style, standards
Stakeholder concerns
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Compare the following statements:

Hard Statement

Soft Statement

X Corp. designs, develops, assembles
and markets systems for data base
management. These systems
integrate its proprietary operating
system software with hardware
supplied by major manufacturers,
and are sold to small, medium and
large-sized companies for a range of
business applications. Its systems
are distinguished by a sophisticated
operating system, which permits use
without trained data-processing
personnel.

Our mission is to enhance our
customers' business by providing
the very highest quality products
and services possible. Our
customer support strategy is
based upon total, no-compromise
customer satisfaction and we
continually strive to offer a
complete package of up-to-date
value added solutions to meet our
customers' needs. We value above
all our long term customer
relations.

1.3 Performance and motivation
Q. When faced with a performance problem, what do you think whether it is caused by
lack of resource, lack of motivation, or lack of skills.
Motivation is the driving force by which humans achieve their goals. Motivation is said to
be intrinsic or extrinsic
Intrinsic and extrinsic motivation
Intrinsic motivation refers to motivation that is driven by an interest or enjoyment in
the task itself, and exists within the individual rather than relying on any external
pressure.
Employees are likely to be intrinsically motivated if they:



Attribute their performance to factors under their own control (e.g., the effort
expended),
Believe they can be effective agents in reaching desired goals (i.e. the results are not
determined by luck),
8



Are interested in mastering a topic, rather than just rote-learning to achieve bonuses
and promotion.

Extrinsic motivation comes from outside of the individual. Common extrinsic
motivations are rewards like money and grades, coercion and threat of punishment.
Competition is in general extrinsic because it encourages the performer to win and beat
others, not to enjoy the intrinsic rewards of the activity. A crowd cheering on the
individual and trophies are also extrinsic incentives.
Motivation can be at different levels
1. Individual,
2. Organizational and
3. Societal.
Individuals: are driven by their own desires and moral believes. Individual motivations
may be “internal” or ”intrinsic” motivation (activated from the inside) such as hobbies,
caring for children, or voluntary work in society; or they may “external” or
“extrinsic”(activated from the outside).
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Organizational: motivation, distinguished from capacity, refers to the internal motivation
of an organization.
Social: motivations derive from the fact that people tend to identify with others and have
a sense of belonging to groups. Individuals depend on others and thus have a certain
loyalty to the groups they belong to.
Motivation enhance Performance
Incentive measures, such as salaries, secondary benefits, and intangible rewards,
recognition or sanctions have traditionally been used to motivate employees to increase
performance. Motivators may be positive and/or negative. Reducing incentives or
perverse incentives that favor non-conducive behavior, can often be more important than
inventing new incentives. Box 1 indicates a menu of options from which incentives can be
combined into packages.

Box 1: Incentives that impact on motivation of staff
• Pay, Salaries, “efficiency wages” etc.
• Direct financial benefits, such as Pension, illness/health/life insurance; allowances (clothing, housing, etc.), subsidies, gain
sharing,
• Indirect financial benefits such as subsidized meals/clothing/ accommodation/ transport, scholarships, tax breaks; etc., deferred
compensation such as seniority pay,
• Flexible schedules, part-time/ temporary work; sabbatical, study leave, holidays, vacationed.
• Work environment/conditions, occupational health, safety, recreational facilities
• Amenities, school access, infrastructure, transport, etc.
• Job security; Career/ professional development/ training opportunities
• Feedback, coaching, valued by organization
• Solidarity, socializing, camaraderie, affection, passion
• Status, prestige, recognition
• Sense of duty, purpose, mission
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Thus incentives can be financial, which come in some form of payment or cash transfers.
Some of the financial incentives are direct such as salary, pension, insurance, bonuses, etc.
Others are indirect such as subsidized meals, clothes or housing. It is important to make a
distinction between a proper level of pay and special incentive pay to reward
performance. In the private sector financial incentives are generally associated with
better performance although perverse impacts can also be observed. Cash awards are
shown to have a higher value where remuneration is low. Conditions in the public sector
differ significantly from those in the private sector .
Non-financial incentives come in many forms such as gifts, rewards, travel. Some are
more tangible than others since they are visible and/or can be compared to financial
benefits. Less tangible incentives relate for instance to work flexibility, independence of
working, recognition of one’s work, the possibility of advancement. The value of nonfinancial material incentives seems to be perceived as a function of psychological
processes.
There is also a distinction to be made between formal incentives and informal ones.
Formal ones are for instance salary scales and staff entitlements. Informal ones may also
be legitimate depending on the context but can also represent channels reaping personal
benefits through corrupt practices or patronage. There are also a range of distinctions to
be made for non-materialistic incentives. Like generally materialistic incentives, nonmaterialistic incentives can be “self-interested”, such as psychological benefits related to
the status of power. On the other hand they can be of a genuinely “altruistic” nature, based
on own desires and moral believes.
For a long time, it was thought that intrinsic and extrinsic motivations were additive and
could easily be combined to produce optimal performance. Today it is recognized that
there are trade offs. Motivations also have a dynamic nature. As the context and trends
change, people also adapt their views and preferences. Different professional groups
respond differently. There is an evolution over time where motivations change with age.
While the opportunity for travel, for instance, may be very attractive for young, single
professionals, it may become a burden for a family setting.
Tips to increase motivational level of employees:




Offer the employees the opportunity to train and develop at work, and work
actively for employees to see the measures as relevant and adequate for their
continued development in their jobs.
Clearly show the employees that they are important to the organization by
investing time and resources in their personal development, both through
11





courses and in the daily work through actions like mentor schemes, job rotation
and regular feedback on jobs performed.
View the organization’s HR activities as complementary and as a whole, so that
as many of the activities as possible help increase the employees’ perception of
autonomy, competence and good social relations between employees, and
employees and leaders.
When hiring new people, the organization should search for candidates with
the ability and willingness to learn and develop, and who also have the
potential to develop joy in and commitment to the tasks offered.

1.4Career Planning

Q. In terms of career planning, where do you see yourself five years from now?
Q. What are some of the things you would like to avoid in a job or career? Why?
What is Career Planning? Career planning is a lifelong process, which includes choosing
an occupation, getting a job, growing in our job, possibly changing careers, and eventually
retiring. The Career Planning covers all of these areas. This will focus on career choice
and the process one goes through in selecting an occupation.
This may happen once in our lifetimes, but it is more likely to happen several times as we
first define and then redefine ourselves and our goals. Career planning
incorporates short-term and long-term career goals, personal goals and constraints.
we don't always have control over outside factors such as health and family issues, but as
far as possible, planning process should incorporate the following stages:
Assess your skills, knowledge, LongShort-term
values, constraints and
term
planning
interests
planning
Identify which new skills and
knowledge you want to develop
Research career opportunities
12

Formulate a careers action plan
with contingencies
Up to 5
Check the careers action plan
years ahead for realism

From 5
to 10
years
ahead

These two cycles of short-term and long-term planning run in parallel and should
be reviewed regularly.

Career Planning Tips
Building a Career
Today, and more than ever, most people are responsible for building their own careers.
Whether you are just starting, or you have several years of experience, these paragraphs
might help you advance your career.
The 9 most important career planning tips is listed below:

1. Never Stop Learning
Life-long learning is your keyword.
The world is constantly changing, and everybody is looking for new ways of doing
business.
If you have decided that your current skills are good enough, you have also decided that
your current job is good enough.
But if you want a career in the future, you should add regular updates to your skills and
knowledge.
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2. Ask, Listen And Learn
A good listener can learn a lot.
Listen to your co-workers, your boss, and your superiors. You can learn a lot from their
experience.
Ask about issues that interest you, and listen to what they say. Let them tell you about
how things work, and what you could have done better.
Most people will love to be your free tutor.

3. Fulfill Your Current Job
Your current job might be best place to start your career.
It is often very little that separates successful people from the average. But nothing comes
free.
If you do your job well and fulfill your responsibilities, this is often the best way to start a
new career.
Talk to your supervisor about things you can do. Suggest improvements. Offer your help
when help is needed. In return ask for help to build a better career. It is often possible right inside your own organization - especially if you have proved to be a valued
employee.

4. Build Your Network
Your next career step might arise from your contact network.
Did you know that more than 50% of all jobs are obtained from contact networks?
If you have a good contact network, it is also a good place to discover future careers, to
explore new trends, and to learn about new opportunities.
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Spend some time building new contacts, and don't forget to maintain the ones you already
have.
One of the best ways to get serious information from your network is to regularly ask your
contacts how they are, what they do, and what is new about their careers.

5. Identify Your Current Job
Your current job should be identified, not assumed.
Make sure you don't work with tasks you assume are important. This is waste of time and
talent.
When you start in a new job, talk to your superior about your priorities. If you're not sure
about what is most important, then ask him. And ask him again. Often you will be
surprised about the differences between what you assume, and what is really important.

6. Identify Your Next Job
Your dream job must be identified.
Before you start planning your future career, be sure you have identified your dream job.
In your dream job, you will be doing all the things you enjoy, and none of the things you
don't enjoy. What kind of job would that be?
Do you like or dislike having responsibility for other employees. Do you like to work with
technology or with people? Do you want to run your own business? Do you want to be an
artist, a designer or a skilled engineer? A manager?
Before building your future career your goal must be identified.

7. Prepare Yourself
Your dream might show up tomorrow. Be prepared.
15

Don't wait a second. Update your CV now, and continue to update it regularly.
Tomorrow your dream job may show up right before your nose. Prepare for it with a
professional CV and be ready to describe yourself as a valuable object to anyone that will
try to recruit you.
If you don't know how to write a CV, or how to describe yourself, start learning it now.

8. Pick The Right Tools
Pick the tools you can handle.
You can build your future career using a lot of different tools. Studying at W3Schools is
easy. Taking a full master degree is more complicated.
You can add a lot to your career by studying books and tutorials (like the one you find at
W3Schools). Doing short time courses with certification tests might add valuable weight
to your CV. And don't forget: Your current job is often the most valuable source of building
new skills.
Don't pick a tool that is too heavy for you to handle!

9. Realize Your Dreams
Put your dreams into action.
Don't let a busy job kill your dreams. If you have higher goals, put them into action now.
If you have plans about taking more education, getting a better job, starting your own
company or something else, you should not use your daily job as a "waiting station". Your
daily job will get more and more busy, you will be caught up in the rat race, and you will
burn up your energy.
If you have this energy, you should use it now, to realize your dreams.
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1.5 Recruitment Policy
Q. How will you know when you’ve found the right person? What areas of that
definition are subjective? What does that subjectivity tell you about the values and
beliefs of the organization?
Definition:
Recruitment is a process of finding and attracting capable applicants for employment. The
process begins when new recruits are sought and ends when their applications are
submitted. The result is a pool of applications from which new employees are selected.
Components of the recruiting policy









The general recruitment policies and terms of the organization
Recruitment services of consultants
Recruitment of temporary employees
Unique recruitment situations
The selection process
The job descriptions
The terms and conditions of the employment

A recruitment policy of an organization should be such that:












It should focus on recruiting the best potential people.
To ensure that every applicant and employee is treated equally with dignity and
respect.
Unbiased policy.
To aid and encourage employees in realizing their full potential.
Transparent, task oriented and merit based selection.
Weight age during selection given to factors that suit organization needs.
Optimization of manpower at the time of selection process.
Defining the competent authority to approve each selection.
Abides by relevant public policy and legislation on hiring and employment
relationship.
Integrates employee needs with the organizational needs.
17

Factors affecting recruitment policy








Organizational objectives
Personnel policies of the organization and its competitors.
Government policies on reservations.
Preferred sources of recruitment.
Need of the organization.
Recruitment costs and financial implications.

1.6 COST Effectiveness
Efficiency and cost effectiveness are two concepts that are co-related. So it’s better to
understand both concepts. Let’s start with efficiency.
Efficiency is the extent to which the program has converted or is expected to convert
its resources/inputs (such as funds, expertise, time, etc.) economically into results in
order to achieve the maximum possible outputs, outcomes, and impacts with the
minimum possible inputs.
Cost-effectiveness is the extent to which the program has achieved or is expected to
achieve its results at a lower cost compared with alternatives. Shortcomings in costeffectiveness occur when the program is not the least-cost alternative or approach to
achieving the same or similar outputs and outcomes.
Cost-effectiveness analysis (CEA) is a form of economic analysis that compares the
relative costs and outcomes (effects) of two or more courses of action. Costeffectiveness analysis is distinct from cost-benefit analysis, which assigns a monetary
value to the measure of effect. Cost-effectiveness analysis is often used in the field of health
services, where it may be inappropriate to monetize health effect. Typically the CEA is

expressed in terms of a ratio where the denominator is a gain in health from a measure (years
of life, premature births averted, sight-years gained) and the numerator is the cost associated
with the health gain.

1.7 Succession Planning
Q. What employee development opportunities are available for employees involved in
the succession plan?
Q. What types of positions are being considered for succession planning?
18

Succession planning is a systematic approach to:





Building a leadership pipeline/talent pool to ensure leadership Continuity
Developing potential successors in ways that best fit their strengths
Identifying the best candidates for categories of positions
Concentrating resources on the talent development process yielding a greater
return on investment.

Succession planning recognizes that some jobs are the lifeblood of the organization and
too critical to be left vacant or filled by any but the best qualified persons. Effectively
done, succession planning is critical to mission success and creates an effective process
for recognizing, developing, and retaining top leadership talent.
Succession Planning Process
SUCCESS FACTORS




Development is based on challenging and varied job-based experiences.
Senior leaders form a partnership with human resources.
Succession planning addresses challenges such as diversity, recruitment, and
retention.

EFFECTIVE SUCCESSION PLANNING
The following information includes:



A graphic representation of a six-step process for effective succession planning
A table with descriptions of each step in this process.

Graphic Representation of the Process
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Monitor and
evaluate

Leader

link strategic and
workforce
planning decision

Clear program goal

Commitment

Succession
Planning

Implement
succession
strategies

Analyze gaps

Employee
Commitment
to learning

Develop
succession
strategies

Identify talent
pool
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Step 1: Link Strategic and Workforce Planning Decisions
This step involves:






Identifying the long-term vision and direction
Analyzing future requirements for products and services
Using data already collected
Connecting succession planning to the values of the organization
Connecting succession planning to the needs and interests of senior leaders.

Step 2: Analyze Gaps
This step involves:






Identifying core competencies and technical competency requirements
Determining current supply and anticipated demand
Determining talents needed for the long term
Identifying “real” continuity issues
Developing a business plan based on long-term talent needs, not on position
replacement.

Step 3: Identify Talent Pools
This step involves:






Using pools of candidates vs. development of positions
Identifying talent with critical competencies from multiple levels—early in careers
and often
Assessing competency and skill levels of current workforce, using assessment
instrument(s)
Using 360° feedback for development purposes
Analyzing external sources of talent.

Step 4: Develop Succession Strategies
This step involves:




Identifying recruitment strategies:
Recruitment and relocation bonuses
Special programs
Identifying retention strategies:
Retention bonuses
21



Quality of work life programs
Identifying development/learning strategies:
Planned job assignments
Formal development
Coaching and mentoring
Assessment and feedback
Action learning projects
Communities of practice
Shadowing.

Step 5: Implement Succession Strategies
This step involves:









Implementing recruitment strategies (e.g., recruitment and relocation bonuses)
Implementing retention strategies (e.g., retention bonuses, quality of work life
programs)
Implementing development/learning strategies (e.g., planned job assignments,
formal development, Communities of Practice)
Communication planning
Determining and applying measures of success
Linking succession planning to HR processes
– Performance management
– Compensation
– Recognition
– Recruitment and retention
– Workforce planning
Implementing strategies for maintaining senior level commitment.

Step 6: Monitor and Evaluate
This step involves:





Tracking selections from talent pools
Listening to leader feedback on success of internal talent and internal hires
Analyzing satisfaction surveys from customers, employees, and stakeholders
Assessing response to changing requirements and needs.

For any organization to implement an effective succession plan there are a number
of key issues that need to be considered:
22

• The succession planning program must have the support and backing of the company's
senior level management
• Succession planning must be part of an integrated HR process that includes training,
development and performance appraisal
• Identify what skills the organization will need in 5, 10 or 15 years
• Critical positions must be identified and included in the Company's succession planning
program
• Identify high-performers that are almost ready to step into those critical positions
• Analyze the workforce and identify who will be eligible for retirement within the next
five years
• Managers need to identify the responsibilities, skills and competencies that will be
needed by their replacements
• A system for communicating succession planning information to managers must be
established
• A systematic approach for identifying, nominating and selecting potential successors
must be established
• Background information on potential successors, such as education, experience, skills,
appraisals and potential should be reviewed
• The training and development requirements of potential successors needs to be
determined
• The skills of potential successors must be developed through work experiences, job
rotation, projects and other challenging assignments
• A system for monitoring candidate's development plan progress by senior management
should be established
• Succession planning must include a system for providing feedback and encouragement
to potential successors
23

• Succession planning is basically a "numbers game" that requires good organizational
skills and the ability to pay attention to details
• Finally, the succession plan must belong "to the organization" and not to the HR
department in order to make sure it has the attention it deserves

1.8 Vertical Integration

Q. Why is Vertical integration not easy to accomplish?
The degree to which a firm owns its upstream suppliers and its downstream buyers is
referred to as vertical integration. Because it can have a significant impact on a business
unit's position in its industry with respect to cost, differentiation, and other strategic
issues, the vertical scope of the firm is an important consideration in corporate strategy.
Expansion of activities downstream is referred to as forward integration, and expansion
upstream is referred to as backward integration.
The concept of vertical integration can be visualized using the value chain. Consider a firm
whose products are made via an assembly process. Such a firm may consider backward
integrating into intermediate manufacturing or forward integrating into distribution, as
illustrated below:
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Example of Backward and Forward Integration
No Integration

Backward Integration

Forward Integration

Raw Materials

Raw Materials

Raw Materials

Intermediate
Manufacturing

Intermediate
Manufacturing

Intermediate
Manufacturing

Assembly
Assembly

Assembly

Distribution

Distribution

End Customer

End Customer

Distribution

End Customer
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Two issues that should be considered when deciding whether to vertically integrate is
cost and control. The cost aspect depends on the cost of market transactions between
firms versus the cost of administering the same activities internally within a single firm.
The second issue is the impact of asset control, which can impact barriers to entry and
which can assure cooperation of key value-adding players.
The following benefits and drawbacks consider these issues.
Benefits of Vertical Integration
Vertical integration potentially offers the following advantages:









Reduce transportation costs if common ownership results in closer geographic
proximity.
Improve supply chain coordination.
Provide more opportunities to differentiate by means of increased control over
inputs.
Capture upstream or downstream profit margins.
Increase entry barriers to potential competitors, for example, if the firm can gain
sole access to a scarce resource.
Gain access to downstream distribution channels that otherwise would be
inaccessible.
Facilitate investment in highly specialized assets in which upstream or
downstream players may be reluctant to invest.
Lead to expansion of core competencies.

Drawbacks of Vertical Integration
While some of the benefits of vertical integration can be quite attractive to the firm, the
drawbacks may negate any potential gains. Vertical integration potentially has the
following disadvantages:






Capacity balancing issues. For example, the firm may need to build excess
upstream capacity to ensure that its downstream operations have sufficient supply
under all demand conditions.
Potentially higher costs due to low efficiencies resulting from lack of supplier
competition.
Decreased flexibility due to previous upstream or downstream investments. (Note
however, that flexibility to coordinate vertically-related activities may increase.)
Decreased ability to increase product variety if significant in-house development is
required.
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Developing new core competencies may compromise existing competencies.
Increased bureaucratic costs.

Factors Favoring Vertical Integration
The following situational factors tend to favor vertical integration:






Taxes and regulations on market transactions
Obstacles to the formulation and monitoring of contracts.
Strategic similarity between the vertically-related activities.
Sufficiently large production quantities so that the firm can benefit from economies
of scale.
Reluctance of other firms to make investments specific to the transaction.

Factors against Vertical Integration
The following situational factors tend to make vertical integration less attractive:






The quantity required from a supplier is much less than the minimum efficient
scale for producing the product.
The product is a widely available commodity and its production cost decreases
significantly as cumulative quantity increases.
The core competencies between the activities are very different.
The vertically adjacent activities are in very different types of industries. For
example, manufacturing is very different from retailing.
The addition of the new activity places the firm in competition with another player
with which it needs to cooperate. The firm then may be viewed as a competitor
rather than a partner

Alternatives to Vertical Integration
There are alternatives to vertical integration that may provide some of the same benefits
with fewer drawbacks. The following are a few of these alternatives for relationships
between vertically-related organizations:







long-term explicit contracts
franchise agreements
joint ventures
co-location of facilities
implicit contracts (relying on firms' reputation
27

2. HUMAN RESOURCE DEVELOPMENT

2.1Human Resource Strategy
Q. Do the goals and targets match your overall business plan and other strategic
plans (finance, marketing, sales or operations)?
Q. Do you have people measurements in place? For example:
 employee headcount figures
 employee turnover
 absence rates
 customer satisfaction measures
Q .Do you have up-to-date policies and procedures?
What is strategy?
‘Strategy defines the direction in which an organization intends to move and establishes the
framework for action through which it intends to get there.’ The purpose of strategy is to
maintain a position of advantage by capitalizing on the strengths of an organization and
minimizing its weaknesses. To do this, an organization must identify and analyze the threats
and opportunities present in its external and internal environments.
In other words, strategy is about:
* Where is the business trying to get to in the long-term (direction)
* Which markets should a business compete in and what kind of activities are involved in
such markets? (markets; scope)
* How can the business perform better than the competition in those markets?
(advantage)?
* What resources (skills, assets, finance, relationships, technical competence, and
facilities) are required in order to be able to compete? (resources)?
* What external, environmental factors affect the businesses’ ability to compete?
(environment)?
* What are the values and expectations of those who have power in and around the
business? (stakeholders)
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Strategy can be formulated on three different levels:




Corporate level
Business unit level
Functional or departmental level

Corporate Strategy – is concerned with the overall purpose and scope of the business to
meet stakeholder expectations. This is a crucial level since it is heavily influenced by
investors in the business and acts to guide strategic decision-making throughout the
business. Corporate strategy is often stated explicitly in a “mission statement”.
Business Unit Strategy – is concerned more with how a business competes successfully
in a particular market. It concerns strategic decisions about choice of products, meeting
needs of customers, gaining advantage over competitors, exploiting or creating new
opportunities etc.
Functional unit Strategy – of the organization is the level of the operating divisions and
departments. The strategic issues at the functional level are related to business processes
and the value chain. Functional level strategies in marketing, finance, operations, human
resources, and R&D involve the development and coordination of resources through
which business unit level strategies can be executed efficiently and effectively.
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Strategic HRM focuses on actions that differentiate the firm from its competitors (Purcell, 1999). It
is suggested by Hendry and Pettigrew (1986) that it has four meanings:


the use of planning;
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A coherent approach to the design and management of personnel
systems based on an employment policy and workforce strategy and
often underpinned by a ‘philosophy’;
matching HRM activities and policies to some explicit business strategy;
Seeing the people of the organization as a ‘strategic resource’ for the
achievement of ‘competitive advantage’.

Strategic HRM addresses broad organizational issues relating to changes in structure and culture,
organizational effectiveness and performance, matching resources to future requirements, the
development of distinctive capabilities, knowledge management, and the management of change.
It is concerned with both human capital requirements and the development of process
capabilities, that is, the ability to get things done effectively. Overall, it deals with any major people
issues that affect or are affected by the strategic plans of the organization. As Boxall (1996)
remarks: ‘The critical concerns of HRM, such as choice of executive leadership and formation
of positive patterns of labor relations, are strategic in any firm.’

2.2 Stages of Development
Q. How does an employer develop its employees?
Q. Where are the resources which can help employers better to prepare or train its
staff?
What Is Employee Development?
Employee development is a joint, on-going effort on the part of an employee and the
organization for which he or she works to upgrade the employee’s knowledge, skills, and
abilities. Successful employee development requires a balance between an individual’s
career needs and goals and the organization’s need to get work done.
Employee development programs make positive contributions to organizational
performance. A more highly-skilled workforce can accomplish more and a supervisor’s
group can accomplish more as employees gain in experience and knowledge.
Why Should Employee Skills and Abilities Be Developed?
A review of research literature in 2003 supported the commonly held belief that
employee development programs make positive contributions to organizational
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performance. A more highly skilled workforce can accomplish more as the individuals
gain in experience and knowledge.
In addition, retaining an employee saves the organization a great deal of money. One
method of retention is to provide opportunities to develop new skills. In research
conducted to assess what retained employees, development was one of the top three
retention items.
Stages of Employee Development
Everyone goes through several stages of development as they move from being a career
“beginner” to a full expert in their field. Each stage has specific needs and tasks to
consider. As you work with employees on development, it can be helpful to look at their
stage in order to find the best kind of activities for them. Keep in mind that the stages do
not relate to age. If an employee has recently completed a career change, he or she is
probably in the “exploration and trial” stage. If, on the other hand, he or she has burned
out on his or her career, he or she might be in “disengagement” even though
chronologically he or she might be in his or her early thirties in age.
Stages in a Job or Career
Stage

Exploration and Trial

Characteristics

Needs

Work with regular
guidance

Learn to ask for help

Work is routine,
detailed

Has own area of
responsibility

Establishment and
Advancement

Tasks

Learn to take
initiative

Develop self-image in
the job

Build a reputation

Accept organizational
realities

Work independently

Learn to work
independently

Learn how to cope

Independence and
specialization

Produce significant
results

Deal with change or
lack of it
Learn how to get
ahead

Mid Career: Growth,

Responsible for

Feel disappointment

Develop others
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Stage

Characteristics

Needs

Tasks

Maintenance, Decline

guiding others

if goals are not
achieved

through knowledge

Disengagement

Use great breadth of
technical skill to
support organization

Serve as mentor
Learn to help others

Use experience to
provide direction for
the organization

Prepare
psychologically for
retirement

Influence decisions

Learn to accept a
different role

Learn to let go
Achieve balance in life

2.3 Job Analysis
Q. What behaviors, skills, knowledge and experience are the most important to the
program in achieving the key results and outcomes?
Q. What methods or processes are used to perform the tasks in the job?
Job analysis is the systematic method of jobs to identify work activities, tasks, and responsibilities,
KSAs, working conditions to perform the job.
Purpose of job analysis
Purposes of job analysis are to identify:
• Job description & specification
• Recruitment and Selection
• Job evaluation
• Job design
• Compensation
• Performance Appraisal
• Training
• Compliance with labor law
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Job analysis process
Process of job analysis includes 8 steps as follows:
• Step 1: identify purpose of job analysis
• Step 2: selecting the analysts
• Step 3: selecting the appropriate method
• Step 4: train the analysts
• Step 5: preparation of job analysis
• Step 6: collecting data
• Step 7: review and verify data
• Step 8: develop a job description and job specification
Methods of Job Analysis
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OBSERVATION METHODS
Observation methods consist of direct observation, work methods analysis, technique of
critical incident.
4. Direct observation
This form is based on analysis of job in order to observe and make records of
behaviors/events/activities/tasks/duties when something is happening.
2. Work methods analysis
The form of analysis on work methods is applicable to describe manual and repeated
manufacturing jobs, for example the jobs of assembly-line. Such analysis on work methods
consists of analysis of time, motion study and micro-motion.
5. Critical incident technique (CIT model).
The method of critical incident technique is applied to discovers behaviors towards
working which can help classify performance into good and bad level.
INTERVIEW METHOD
This tool is considered to be very useful to analysis of jobs. In which questions are given to
both incumbents and supervisors under such form of individual or a group. Interview
consists of structured Interviews, unstructured interview, open-ended questions
QUESTIONNAIRE METHODS
The widely used questionnaire method is PAQ
6. Position Analysis Questionnaire (PAQ model)
The model of PAQ is a technical of questionnaire for analyze jobs. In 1972, McCormick,
Jeanerette, and Mecham (1972) developed this technique which is a structured
instrument of job analysis to measure characteristics of job and then associate them with
characteristics of human. Such technique includes 195 job elements that describe generic
human behaviors during working.

2.4 Job Design
Q. How well do the job descriptions fit with the current work processes?
Q. Do job descriptions really help organization measure and manage performance?
Job design refers to the way that a set of tasks, or an entire position, is organized. Job
design helps to determine:
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what tasks are done
when and how the tasks are done
how many tasks are done
in what order the tasks are done
factors which affect the work
organization of the content and tasks

Good design incorporates the relationship with organizational goals and values and
should be well understood in order to align and prioritize the job’s responsibilities. The
design should:






Allow for employee input. Employees should have the option to vary activities
according to personal needs, work habits, and the circumstances in the workplace.
Give employees a sense of accomplishment.
Include training requirements so employees know what tasks to do and how to do
them properly.
Provide good work/rest schedules.
Provide feedback to the employees about their expected performance.

Factors Affecting Job Design

Organizational Factors
Task Characteristics
Process or flow of work in
Organization
Ergonomics
Work practices

Environmental Factors
Employee availability and
ability
Social and cultural
Expectations

Behavioral Factors
Feed back
Autonomy
variety

2.5 Development Planning

Q. Why is human resource planning and development increasingly important?
Development planning refers to the strategic measurable goals that a person, organization
or community plans to meet within a certain amount of time. Usually the development
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plan includes time-based benchmarks. It generally also includes the criteria that will be
used to evaluate whether or not the goals were actually met.
Distinct phases of Developmental Planning
Development planning typically follows a set of distinct phases:


Situation analysis, both internal to the area, and the forces which are shaping the area.
This may involve a range of tools to assess the strengths, weaknesses, threats and
opportunities (SWOT) facing an area;



Prioritizing key issues, problems or outcomes;



Developing objectives;



Developing plans to address the objectives, including strategies, activities and
projects;



Developing a spatial picture of the situation as well as plans;



Developing budgets to achieve the plans.

Developmental Planning in HRM context
What is a HRM Plan?
HRM is a strategic and systematic approach to managing people in a way that would
maximize their motivation and contribution towards meeting the organization’s
objectives. A HRM Plan is a departmental document which sets out what programmes
are required in the following few years to practice HRM in the department. The aim of
a HRM Plan is to help the department to achieve its mission and objectives through a
systematic design and implementation of HRM programmes.
Critical Success Factors for Developing the HRM Plan
Whether the HRM Plan can achieve its desired purpose depends on:



Top management commitment to the philosophy that people are the key to the
success in achieving the objectives of the organization.
Strategic linkage of the department’s HRM programmes to its mission and
objectives.
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Line management’s ownership of the HRM Plan.

A Shift in Mindset
Developing a HRM Plan calls for a shift in the way people are managed in the
department : from administering people to achieving departmental strategic objectives
through people. The following table illustrates this shift :
Administrative Focus
Administering personnel policies
Stand alone programmes in management of
people
Priorities in managing people often linked
to the latest management concepts and
ideas
Personnel units responsible for
management of people

HRM focus
Helping to achieve strategic goals through
people
HRM programmes integrated with
business plans
HRM priorities linked to business
priorities
Line managers and personnel units share
joint responsibility for HRM

Developing A HRM Plan – A Step-by-Step Approach
The model for developing the HRM Plan is carried out through 5 steps. While these
steps can apply to any department, the duration and complexity of each step varies from
one department to another depending on the department’s unique situation. The
development of the HRM Plan can be facilitated either by an internal team or outside
consultants. In either case, participation of top management and staff representatives is
required to ensure the HRM Plan meets the needs of the department, is supported by
both the management and staff, and can be implemented within the constraints of the
department.
5. Steps in Developing a HRM Plan
1.Conduct a departmental strategic analysis: The results of this step are an
understanding of the department’s vision, mission, values; a strategic review of the
department; and understanding of the challenges facing the department.
2. Identify strategic HR issues arising from the strategic analysis: Building on the
results of step one, the outcome of this step is an analysis of the strategic HR
issues facing the department.
3.Identify ongoing HR issues: In addition to the strategic HR issues identified in
step two, the ongoing HR issues impacting the department’s effectiveness must
also be identified.
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4.Prioritize the strategic and ongoing HR issues and determine actions: Once all
the HR issues have been identified through steps two and three, they should be
prioritized and key actions required in respect of each issue identified with input
from the department’s top management.
5.Draw up the HRM Plan: Once the department’s top management has given their
input into the HR priority issues and key actions to be taken in step four, the HRM
Plan and its associated programmes are ready to be formulated.
Model for Developing the HRM Plan
The HRM Plan is built upon an understanding of the department’s vision, mission, values,
and strategic programmes and challenges. Developing the HRM Plan this way links the
HRM programmes to business plans and helps prioritize HRM programmes according to
business priorities.

MODEL FOR DEVELOPING THE HRM PLAN

Vision, Mission, Values

Strategic Review

Strategic Challenges

Ongoing HR Issues

Strategic HR Issues

HRM Plan

HRM Programmes
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2.6 Career Development Process.
Q. Why would a student who has decided on a major need to use Career Development?
Career Development Definition:
Career development involves managing your career either within or between
organizations. It also includes learning new skills, and
making improvements to help you in your career. Career
development is an ongoing, lifelong process to help you
learn and achieve more in your career.
Whether you are looking at making a career change, or
moving up within a company, planning your own career
development will help you succeed.
By creating a personal career development plan, you can
set goals and objectives for your own personal career growth.
Don’t make the mistake of leaving your career development future in the hands of your
employer, hoping that you will get the next promotion or pay raise. This misconception
can lead to job dissatisfaction and resentment.
What do we mean by “career development process”?
Career development is:






an ongoing, lifelong process
an active process; we must be the driving force behind the process, gathering
information, setting goals, and making decisions
an introspective process of self-assessment and reflection
a time-consuming process
a holistic process, which integrates our changing needs, wants, relationships, and
situations with the ever-changing world of work

4-Step Career Development Process
What’s Involved?
STEP 1
INSIDE
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(Self-Assessment)
The process of identifying characteristics that represent your inside is commonly referred
to as a self-assessment . It is considered the starting point of our 4-Step Career
Development Process. The main goal of Step 1 is to determine who you are and what’s
most important in your life. Once you have accurately completed Step 1, the summary of
the self-assessment it represents should help you to make or confirm an appropriate
career or college major choice.
STEP 2
OUTSIDE
(Career Exploration)
Step 2 is often referred to as Career Exploration. The main goal of Step 2 has been
summarized below.
* To explore the World-Of-Work, suitable occupational fields,
requirements and other factors you need to consider before a career or
college major selection is made.
*To become aware of significant influencing areas outside of you that
influence most major decisions (e.g., family; beliefs/faith; education; occupation;
politics and leisure-time).
STEP 3
CLOSER LOOK
(Decision Making)
Step 3 is sometimes called Decision Making. It is at this point you take what
you have discovered in the first two steps, and conduct more detailed research.
The main goal is to narrow down possible options and, after considering significant
influencing factors, eventually select the career or college major you believe to be the best
fit for you.
STEP 4
MATCHING UP
(Taking Action)
Step 4 activities involves matching up Step 1 self-assessment characteristics with
significant influencing areas in Step 2. Step 4 can be called Taking Action. The main goal is
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to actually do what you decided to pursue as a career or major.
As you can see, going through this 4-Step Career Development Process will take time.
Taking action on the results can have a widespread and life changing impact. Therefore; it
is strongly recommended, before you take action, that you confirm your career or college
major choice with a qualified counselor.

2.7 Indication and socialization
Q. How does socialization continue in adulthood?
Q. In what ways is socialization important to society as a whole?
Definition of Socialization
Process by which individuals acquire the knowledge, language, social skills, and value to
conform to the norms and roles required for integration into a group or community. It is
a combination of both self-imposed (because the individual wants to conform) and
externally-imposed rules, and the expectations of the others. In an organizational setting,
socialization refers to the process through which a new employee ‘learns the ropes,’ by
becoming sensitive to the formal and informal power structure and the explicit and
implicit rules of behavior. See also organizational culture and orientation.
The process of socialization
The socialization Process is very important as it teaches one to behave in a society.
Without socialization, one would not be able to learn the accepted customs, norms,
symbols, languages and behavior. Socialization helps one develop and shape ones place in
society by learning social skills. As a person moves through society, he needs to alter his
behavior according to the individuals and agents of society. In a society, an individual or
institution has the task of inculcating the social order in an individual. These individuals
or institutions are called agents of socialization. The transfer of rules, expectations, values,
etc. is carried out by these agents of socialization. Let us see some of the agents of
socialization that help shape a healthy society.
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What are the Agents of Socialization?
According to agents of socialization definition, it is the people like parents, peers, social
institutions like schools and religious institutions that help in integration of an individual
with society. The four major agents of socialization in society are family, school,
community culture and peers (friends). The other agents of socialization include mass
media, gender and work. The agents of socialization are divided into socialization groups.
These socialization groupings are as follows:
Primary Agents of Socialization
The primary agents of socialization include those people who are closest to an individual.
These primary agents of socialization include family and friends. The most important
primary agent of socialization, family, plays an important role in shaping the life and
behavior of an individual within the society.
Secondary Agents of Socialization
The secondary agents of socialization are those institutions or places that help an
individual find his place within the society. These include religious institutions, schools,
work places, etc. The secondary agent of socialization, school, helps a child in improving
social skills that helps the individual in integrating well with the society around him.
Social Classes
Social classes are those agents of socialization, that divide an individual within the society.
These classes include the lower class, working middle class and the higher élite class.
Effects of Agents of Socialization over Time
There are many effects of agents of socialization not only on an individual, but on an
entire population. These effects are as follows:
Effect on Life Cycle
The effects of socialization can cause an individual or a group of individuals to alter their
beliefs and behavior over time. This effect is commonly seen during political revolutions,
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where masses tend to follow the ideology of the political party that inspired them.
Period Effect
The period effect of socialization affects not an individual, a group of people, but the entire
society. The most common examples of period effects are Black Plague, Great Depressions,
etc.
Cohort Effect
Cohort effect is a social event that creates a major impact on a specific group of people.
This can be explained by the Hiroshima Nagasaki bombings or the Vietnam War.
Influence of Agents of Socialization
The individual responds differently to different agents of socialization. The following
paragraphs will help to explain the influences of agents of socialization on an individual.
Family
The most important agent of socialization, family helps mold an individual. The family
values, beliefs, religious inclinations and political views shape an individual’s outlook
towards society. Parents are the biggest influence for the social development in children.
Schools
After family, schools are probably the most important influence on an individual. Schools
help pass on knowledge, create awareness and inculcate the feelings of tolerance in
individuals. The second step to socialization is schools where a child meets different
children and learns to make out the right and wrong in society.
Community and Culture
Community and culture help pass on the religious views and cultural traditions in an
individual. A community is the group where an individual meets people with similar
ideologies and interact for personal and community growth.
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Peers
Meeting like-minded people, making friends and hanging out together may seem like a
teenager’s life. But in fact, each and every individual in society loves to have social contact.
Peers have great impact on an individual’s thoughts and line of thinking. An individual
learns to behave in a manner that they think will be acceptable to their peers. Peer
acceptance is an important part of socialization.
Mass Media
In today’s world, mass media is one of important agents of socialization. People are
influenced by the social norms portrayed by the mass media. Political, religious and social
views are enforced in a hard way through the repeated exposure and arguments put forth
by the agents of mass media.
Through the above explanation, you will understand, that agents of socialization play an
important role in an individual’s life. The different positive attributes fed by these agents
of socialization create harmony in an individual that makes him feel confident and respect
social etiquette. Without the norms and rules of a society, humans would have nothing to
differentiate themselves from animal groups.

3. STRATEGIC ANALYSIS
3.1 Environment Scan
Q.What is the relations between different sectors of the society and the environment?
Q. What are the gaps in knowledge and understanding concerning the environment
and its (positive and negative) relations to (sustainable development?)
Definition of Environmental Scanning
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Environmental scanning is the internal communication of external information about
issues that may potentially influence an organization's decision-making process.
Environmental scanning focuses on the identification of emerging issues, situations, and
potential pitfalls that may affect an organization's future. The information gathered,
including the events, trends, and relationships that are external to an organization, is
provided to key managers within the organization and is used to guide management in
future plans. It is used to evaluate an organization's strengths and weaknesses in response
to external threats and opportunities. In essence, environmental scanning is a method for
identifying, collecting, and translating information about external influences into useful
plans and decisions.
The General Environment
The external environment facing the organization consists of both a general environment
and a competitive environment. The competitive environment consists of the industry and
markets in which an organization competes. Following figure shows the relationship
between the general environment, the competitive environment, and the organization. It
should be noted that, other things being equal, it is the
competitive environment that has the most direct and
immediate impact on the organization.

The
Organization
The
Competitive
Environment
The General
Environment

The Competitive Environment
Includes:






Potential Entrants;
Power of Buyers;
Power of Suppliers;
Competitive Rivalry; &
Substitute
Products/Services

The General Environment
Includes:





Political;
Economic;
Social; &
Technological Powers
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Therefore, organizations must continually scan and monitor their general environment
for signals, often weak or barely perceptible, which might indicate a change in their
competitive environment.
For example, firms in the industry that produced
typewriters would have been unwise not to scan the general
environment for signs of change, in this case technological
change. The advent of micro-technologies was a clear threat
to the typewriter industry, ushering in as it did the era of the
word processor. It is easy to forget that individuals who
relied upon the use of the typewriter were initially skeptical
about learning how to use the new technology. Nowadays
one is hard pushed to see typewriters in use.

Discontinuities
Threats faced by
organizations that have
the potential to
undermine the way
they do business

The purpose of scanning the general environment is to try to
discern changes, however small, that have the potential to disrupt an organization’s
competitive environment. Once these changes are discerned, it is up to the organization to
monitor them and see if they might become a trend that can affect its industry.
Scanning the Environment
If the external environment facing organizations was stable and simple to understand,
then firms would be faced with an enviable situation of having relatively little change or, if
change occurs, it would be easy to forecast based on historic trends. Some commodity
markets exhibit a relative degree of stability, making predictions or extrapolations based
on past data quite reliable.
However, most environmental conditions facing organizations are complex, uncertain,
and prone to change. They are complex because of the sheer volume of data that exists in
the environment. Therefore any analytical tool or framework can only extract and simplify
a tiny proportion of this data. At the same time, any given source of data, for example
economic data on the well-being of the economy, is ambiguous as it can be interpreted in a
number of different ways.
If past performance is no guarantee of what will occur in the future because of uneven
changes and discontinuities then attempts at forecasting the future are fraught with
uncertainty. Discontinuities refer to the threats faced by organizations and industries that
have the potential to undermine the way they do business. A typewriter industry example
is already quoted; other examples include Amazon.com and Dell, which has both taken
advantage of the Internet to change the way, established products are customized and
delivered to end consumers.
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Three Goals of Environmental Scanning
Fahey and Narayanan (1986, quoted by Mercer 1998) suggest three goals for Scanning of
the environment.




First, the scanning should provide an understanding of current and potential
changes taking place in the environment.
Second, it should provide important intelligence for strategic decision makers.
Third, environmental analysis should facilitate and foster strategic thinking in
organizations.

For Fahey and Narayanan, scanning may reveal ‘actual or imminent environmental change
because it explicitly focuses on areas that the organization may have previously neglected’
(see Mercer 1998)
Environmental Scanning and Strategic Decision Making
In today's highly competitive business environment, budget-oriented planning or
forecast-based planning methods are insufficient for a large corporation to survive and
prosper. The firm must engage in strategic planning that clearly defines objectives and
assesses both the internal and external situation to formulate strategy, implement the
strategy, evaluate the progress, and make adjustments as necessary to stay on track.
A simplified view of the strategic planning process is shown by the following diagram:
The Strategic Planning Process
Mission &
Objectives

Environmental
Scanning

Strategy
Formulation
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Strategy
Implementation

Evaluation
& Control

3.2 Competitor Analysis
Q. How are our competitors likely to respond to any changes to the way we do
business?
Q. Why bother to analyze competitors?
Competitor Analysis Definition
Competitive Analysis is a Strategic technique used to evaluate outside competitors.
The analysis seeks to identify weaknesses and strengths that a company's competitors
may have, and then use that information to improve efforts within the company. An
effective analysis will first obtain important information from competitors and then based
on this information predict how the competitor will react under certain circumstances.
In formulating business strategy, managers must consider the strategies of the firm's
competitors. While in highly fragmented commodity industries the moves of any single
competitor may be less important, in concentrated industries competitor analysis
becomes a vital part of strategic planning.
Competitor analysis has two primary activities,
1) Obtaining information about important competitors, and
2) Using that information to predict competitor behavior. The goal of competitor analysis
is to understand:
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With which competitors to compete,



Competitors' strategies and planned actions,



How competitors might react to a firm's actions,



How to influence competitor behavior to the firm's own advantage.

Casual knowledge about competitors usually is insufficient in competitor analysis. Rather,
competitors should be analyzed systematically; using organized competitor intelligencegathering to compile a wide array of information so that well informed strategy decisions
can be made.
Competitor Analysis Framework
Michael Porter presented a framework for analyzing competitors. This framework is
based on the following four key aspects of a competitor:


Competitor's objectives



Competitor's assumptions



Competitor's strategy



Competitor's capabilities

Objectives and assumptions are what drive the competitor, and strategy and capabilities
are what the competitor is doing or is capable of doing. These components can be
depicted as shown in the following diagram:
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Competitor Analysis Components
What drives the competitor

What the competitor is doing
or is capable of doing

Objectives

Strategy

Competitor
Response Profile

Assumptions

Resources
& Capabilities

Adapted from Michael E. Porter, Competitive Strategy, 1980, p. 49.
A competitor analysis should include the more important existing competitors as well as
potential competitors such as those firms that might enter the industry, for example, by
extending their present strategy or by vertically integrating.
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Competitor's Current Strategy
The two main sources of information about a competitor's strategy is what the competitor
says and what it does. What a competitor is saying about its strategy is revealed in:


annual shareholder reports



10K reports



interviews with analysts



statements by managers



press releases

However, this stated strategy often differs from what the competitor actually is doing.
What the competitor is doing is evident in where its cash flow is directed, such as in the
following tangible actions:


hiring activity



R & D projects



capital investments



promotional campaigns



strategic partnerships



mergers and acquisitions

Competitor's Objectives
Knowledge of a competitor's objectives
facilitates a better prediction of the
competitor's reaction to different
competitive moves. For example, a competitor that is focused on reaching short-term
financial goals might not be willing to spend much money responding to a competitive
attack. Rather, such a competitor might favor focusing on the products that hold positions
that better can be defended. On the other hand, a company that has no short term
profitability objectives might be willing to participate in destructive price competition in
which neither firm earns a profit.
52

Competitor objectives may be financial or other types.
Some examples include


Growth rate,



Market share, and



Technology leadership.

Goals may be associated with each hierarchical level of strategy - corporate, business unit,
and functional level.
The competitor's organizational structure provides clues as to which functions of the
company are deemed to be the more important. For example, those functions that report
directly to the chief executive officer are likely to be given priority over those that report
to a senior vice president.
Other aspects of the competitor that serve as indicators of its objectives include risk
tolerance, management incentives, backgrounds of the executives, composition of the
board of directors, legal or contractual restrictions, and any additional corporate-level
goals that may influence the competing business unit.
Whether the competitor is meeting its objectives provides an indication of how likely it is
to change its strategy.
Competitor's Assumptions
The assumptions that a competitor's managers hold about their firm and their industry
help to define the moves that they will consider. For example, if in the past the industry
introduced a new type of product that failed, the industry executives may assume that
there is no market for the product. Such assumptions are not always accurate and if
incorrect may present opportunities. For example, new entrants may have the
opportunity to introduce a product similar to a previously unsuccessful one without
retaliation because incumbent firms may not take their threat seriously. Honda was able
to enter the U.S. motorcycle market with a small motorbike because U.S. manufacturers
had assumed that there was no market for small bikes based on their past experience.
A competitor's assumptions may be based on a number of factors, including any of the
following:
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Beliefs about its competitive position



Past experience with a product



Regional factors



Industry trends



Rules of thumb

A thorough competitor analysis also would include assumptions that a competitor makes
about its own competitors, and whether that assessment is accurate.
Competitor's Resources and Capabilities
Knowledge of the competitor's assumptions, objectives, and current strategy is useful in
understanding how the competitor might want to respond to a competitive attack.
However, its resources and capabilities determine its ability to respond effectively.

3.3 Swot Analysis
Q. How is your organization regarded externally? Does it have a good reputation?
Are you able to build effective relationships with those you wish to influence? Do you
have a positive relationship with your funders/supporters?
SWOT analysis is a method for analyzing a business, its resources, and its
environment.
SWOT is commonly used as part of strategic planning and looks at:




Internal strengths
Internal weaknesses
Opportunities in the external environment
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Threats in the external environment

SWOT can help management in a business discover:





What the business does better than the competition
What competitors do better than the business
Whether the business is making the most of the opportunities available
How a business should respond to changes in its external environment

The result of the analysis is a matrix of positive and negative factors for management to
address:
Positive factors
Internal factors Strengths
External factors Opportunities

Negative factors
Weaknesses
Threats

The key point to remember about SWOT is that:
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Strengths and weaknesses



Are internal to the business
Relate to the present situation

Opportunities and threats



Are external to the business
Relate to changes in the environment which will impact the business

Using SWOT analysis
There is no point producing a SWOT analysis unless it is actioned. SWOT analysis should
be more than a list - it is an analytical technique to support strategic decisions
Strategy should be devised around strengths and opportunities
The key words are match and convert:

A key challenge for any business is to convert weaknesses into strengths. For example:
Weakness

Possible Response

Outdated technology
Skills gap
Overdependence on a single
product
Poor quality
High fixed costs

Acquire competitor with leading technology
Invest in training & more effective recruitment
Diversify the product portfolio by entering new
markets
Invest in quality assurance
Examine potential for outsourcing or off shoring
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Don’t forget that for every perceived threat, the same change presents an opportunity for
business.

3.4 Scenario Planning
Q. Have we stress-tested forecasts over different time periods to reflect a potentially
extended economic downturn?
Definition of Scenario Planning
Scenario Planning is a Process of visualizing




What future conditions or events are probable,
What their consequences or effects would be like, and
How to respond to, or benefit from them.

Scenario planning or scenario thinking is a strategic planning tool used to make flexible
long-term plans. It is a method for learning about the future by understanding the nature
and impact of the most uncertain and important driving forces affecting our world.
Many of the regular methods for strategy development assume that the world in three to
ten years' time will not significantly differ from that of today and that an organization will
have a large impact on its environment: they assume we can mould the future. Scenario
planning however assumes that the future can differ greatly from what we know today.
The method is based on creating a series of 'different futures' generated from a
combination of known factors, such as demographics, with plausible alternative political,
economic, social, technical, legal and environmental (PESTLE) trends which are key
driving forces. The goal is to craft diverging worlds by extrapolating these heavilyinfluencing driving forces. The technique can also include anticipatory thinking elements
that are difficult to formalize, such as subjective interpretations of facts, shifts in values,
new regulations or inventions.

57

Scenario Planning Steps.
1. Specify the major issue or decision you are facing.
2. Isolate the key drivers (external forces) affecting your company.
3. Select three drivers that are both important and the most uncertain.
4. Write three scenarios (short stories) of the future, each highlighting a different key
driver.
5. Give each scenario a pithy, memorable name.
6. Determine the implications of each scenario for the issue being considered.
7. Consider possible strategies to respond to each implication.
8. Select indicators which suggest that a particular scenario is unfolding.
9. Act in a timely and appropriate manner as a particular future unfolds.
Characteristics of Scenarios






Present alternative images instead of extrapolating trends from the present
Embrace qualitative perspectives as well as quantitative data
Allow for sharp discontinuities to be evaluated
Require decision makers to question their basic assumptions
Create a learning organization possessing a common vocabulary and an effective
basis for communicating complex – sometimes paradoxical – conditions/ options.

Purpose of Scenario Building is to:





Augment understanding by helping to see what possible futures might look like,
how they might come about, and why this might happen
Produce new decisions by forcing fresh considerations to surface
Reframe existing decisions by providing a new context for decisions
Identify contingent decisions by exploring what an organization might do if certain
circumstances arise.

Assumptions of Scenario Planning
Scenarios are commonly based on four assumptions




The future is not only a continuation of past relationships and dynamics but can also be
shaped by human choice and action
The future cannot be foreseen, however, exploration of the future can inform the decisions
of the present
There is not one possible future only, uncertainty calls for a variety of futures mapping a
‘possibility space’
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The development of scenarios involves both rational analysis and subjective judgment; it
therefore requires interactive and participative methods.

3.5 PEST Model
Q. What is Pest model and what are the reasons to conduct the pest analysis?
PEST analysis is a scan of the external macro-environment in which an organization
exists. It is a useful tool for understanding the political, economic, socio-cultural and
technological environment that an organization operates in. It can be used for evaluating
market growth or decline, and as such the position, potential and direction for a business.
Political factors. These include government regulations such as employment laws,
environmental regulations and tax policy. Other political factors are trade restrictions and
political stability.
Economic factors. These affect the cost of capital and purchasing power of an
organization. Economic factors include economic growth, interest rates, inflation and
currency exchange rates.
Social factors. These factors impact on the consumer’s need and the potential market
size for an organization’s goods and services. Social factors include population growth, age
demographics and attitudes towards health.
Technological factors. These influence barriers
to entry, make or buy decisions and investment
in innovation, such as automation, investment
incentives and the rate of technological change.
PEST factors can be classified as opportunities or
threats in a SWOT analysis. It is often useful to
complete a PEST analysis before completing a
SWOT analysis. It is also worth noting that the
four paradigms of PEST vary in significance
depending on the type of business. For example,
social factors are more obviously relevant to
consumer businesses or a B2B business near the
consumer end of the supply chain. Conversely,
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political factors are more obviously relevant to a defense contractor or aerospace
manufacturer.

Key Points:
PEST Analysis is a useful tool for understanding the ‘big picture’ of the environment in which you
are operating, and for thinking about the opportunities and threats that lie within it. By
understanding your environment, you can take advantage of the opportunities and minimize the
threats.
PEST is a mnemonic standing for Political, Economic, Social and Technological. These headings are
used firstly to brainstorm the characteristics of a country or region and, from this, draw
conclusions as to the significant forces of change operating within it.
This provides the context within which more detailed planning can take place, so that you can take
full advantage of the opportunities that present themselves.

Pest Analysis
Political

Economic



ecological/environmental issues



home economy situation



current legislation home market



home economy trends



future legislation



overseas economies and trends



international legislation



general taxation issues



regulatory bodies and processes



taxation specific to product/services



government policies



seasonality/weather issues



government term and change



market and trade cycles



trading policies



specific industry factors



funding, grants and initiatives



market routes and distribution trends



home market lobbying/pressure groups



customer/end-user drivers



international pressure groups



interest and exchange rates
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wars and conflicts



Technological

Social


lifestyle trends



demographics



consumer attitudes and opinions



media views



law changes affecting social factors



brand, company, technology image



consumer buying patterns



fashion and role models



major events and influences



buying access and trends



ethnic/religious factors



advertising and publicity



ethical issues

international trade/monetary issues



competing technology development



research funding



associated/dependent technologies



replacement technology/solutions



maturity of technology



manufacturing maturity and capacity



information and communications



consumer buying
mechanisms/technology



technology legislation



innovation potential



technology access, licensing, patents



intellectual property issues



global communications

3.6 Risk Analysis

Q. Domestic investors sometimes miss out on better investment opportunities
available to global investors. At the same time, global investors face special risks.
Discuss some of the special risks faced by global investors.
Risk analysis is the process of defining and analyzing the dangers to individuals,
businesses and government agencies posed by potential natural and human-caused
adverse events. In IT, a risk analysis report can be used to align technology-related
objectives with a company's business objectives.
There are two primary methods of risk analysis and one hybrid method
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Quantitative Risk Analysis
In quantitative risk analysis, an attempt is made to numerically determine the
probabilities of various adverse events and the likely extent of the losses if a particular
event takes place.
Qualitative Risk Analysis
Qualitative risk analysis, which is used more often, does not involve numerical
probabilities or predictions of loss. Instead, the qualitative method involves defining the
various threats, determining the extent of vulnerabilities and devising countermeasures
should an attack occur.
Hybrid method
A selected combination of these two methods can be used to implement the components
utilizing available information while minimizing the metrics to be collected and
calculated. It is less numerically intensive (and less expensive) than an in-depth
exhaustive analysis.
Although a qualitative risk analysis may be easier to do at times; a quantitative risk
analysis offers the following distinct advantages:








More objectivity in its assessment
More powerful selling tool to management
Offers direct projection of cost/benefit of proposal
Can be fine-tuned to meet the needs of specific situations
Can also be modified to fit the needs of specific industries
Much less prone to arouse disagreements during management review
Analysis is often derived from some irrefutable facts

To carry out a risk analysis, follow these steps:
1. Identify Threats:
The first stage of a risk analysis is to identify threats facing you. Threats may be:
 Human – from individuals or organizations, illness, death, etc.
 Operational – from disruption to supplies and operations, loss of access to
essential assets, failures in distribution, etc.
 Reputational – from loss of business partner or employee confidence, or damage
to reputation in the market.
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Procedural – from failures of accountability, internal systems and controls,
organization, fraud, etc.
Project – risks of cost over-runs, jobs taking too long, of insufficient product or
service quality, etc.
Financial – from business failure, stock market, interest rates, unemployment, etc.
Technical – from advances in technology, technical failure, etc.
Natural – threats from weather, natural
disaster, accident, disease, etc.
Political – from changes in tax regimes, public
Key Points:
opinion, government policy, foreign influence,
Risk analysis allows you to
etc.
examine the risks that you or
Others
your organization faces. It is

This analysis of threat is important because it is so
easy to overlook important threats. One way of
trying to capture them all is to use a number of
different approaches:
 Firstly, run through a list such as the one above,
to see if any apply.
 Secondly, think through the systems,
organizations or structures you operate, and
analyze risks to any part of those.
 See if you can see any vulnerability within these
systems or structures.
 Ask other people, who might have different
perspectives.

based on a structured approach
to thinking through threats,
followed by an evaluation of the
probability and cost of events
occurring.
Risk analysis forms the basis
for risk management and crisis
prevention. Here the emphasis
is on cost effectiveness. Risk
management involves adapting
the use of existing resources,
contingency planning and good
use of new resources.

2. Estimate Risk:
Once you have identified the threats you face, the next step is to work out the likelihood of
the threat being realized and to assess its impact.
One approach to this is to make your best estimate of the probability of the event
occurring, and to multiply this by the amount it will cost you to set things right if it
happens. This gives you a value for the risk.
3. Manage Risk:
Once you have worked out the value of risks you face, you can start to look at ways of
managing them. When you are doing this, it is important to choose cost effective
approaches – in most cases, there is no point in spending more to eliminating a risk than
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the cost of the event if it occurs. Often, it may be better to accept the risk than to use
excessive resources to eliminate it.
Risk may be managed in a number of ways:






By using existing assets:
Here existing resources can be used to counter risk. This may involve
improvements to existing methods and systems, changes in responsibilities,
improvements to accountability and internal controls, etc.
By contingency planning:
You may decide to accept a risk, but choose to develop a plan to minimize its
effects if it happens. A good contingency plan will allow you to take action
immediately, with the minimum of project control if you find yourself in a crisis
management situation. Contingency plans also form a key part of Business
Continuity Planning (BCP) or Business Continuity management (BCM).
By investing in new resources:
Your risk analysis should give you the basis for deciding whether to bring in
additional resources to counter the risk. This can also include insuring the risk:
Here you pay someone else to carry part of the risk – this is particularly important
where the risk is so great as to threaten your or your organization's solvency.


Situation Target Path Model

STP, or Situation, Target, Path is a very simple overview of the strategic planning method.
It divides the planning process into three parts:
 Starting with defining the SITUATION - evaluating and analyzing the current
situation and how it came about.
 The second component - TARGET - involves defining goals and objectives for the
future. Sometimes this is referred to as defining the ideal or desired future state.
 The third component - Path - involved defining a map or path to achieve the goals
or future state.
The STP model or methodology is that it is simple, but accurately describes, at least in a
general way, what strategic planning involves.
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4. WORK FREE ANALYSIS

4.1 Demand and Supply Analysis
Q.How might existing services be enhanced or changed and what effect will that have
on the work and human resource needs?
Q .Why is Workforce Analysis Important?


Supply Analysis

A detailed review of the inputs and outputs of
a process that is employed to assess how the
available quantity of a product is affected
by changes in demand, input factors
and production techniques. Supply analysis is often
used to make
key policy decisions by manufacturing business
managers since it gives them insight into how shifts
in production are likely to influence market supply.


Demand Analysis

Research into the desire of consumers for a particular
product or service. Demand analysis is used to identify who wants to buy a given product,
how much they are likely to pay for it, how many units they might purchase, and other
factors that can be used to determine product design, selling cost,
and advertising strategy for a product.
Supply, Demand and Gap Analysis in HR Context
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Before talking about the supply, demand and gap analysis its better to have a little
understanding of workforce planning.
“Workforce Planning is the process of ensuring that an organization can achieve its mission
by having the right people with the right skills in the right places at the right times”.
Operationally, Workforce Planning is a systematic process for identifying the human
capital required to meet organizational goals and developing the strategies to meet these
requirements.
Workforce planning also includes the logical next step –identifying how to eliminate these
talent gaps and develop the competencies needed for success.
It’s important to keep in mind that WFP is not a one-time event; it’s about developing
competencies to address workforce issues over time. Agencies that commit to the
development of a workforce plan will gain a thorough understanding of their current
workforce and will identify the competencies that will move the agency forward.
Workforce planning puts the organization “one step ahead”, resulting in informed staffing
decisions that benefit the organization in both the short term and long term. More
importantly, it helps recognize the most effective and efficient use of employees in
creating a workforce that is and will continue to be flexible and responsive.
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Workforce Planning Steps

Establish leadership
commitment and
resources, build
teams, develop
communication
plan
Develop work plans
and timelines

Conduct an
Environmental Scan
Conduct a SWOT
Analysis
Supply/Demand
Analysis
Project workforce
supply and demand

Gap Analysis

Identify required
competencies

Use a Competency
Assessment to
compare current
talent to future
talent needs
Identify staffing
gaps and surpluses
Identify
competency gaps
and surpluses

Gap-Closing

Step 4 Implementation

Review strategy
and operational
plans for workforce
implications

Environmental
Scan

Step 3 Data Analysis

Step 1 Strategy

Assessment

Step 2 Data Collection

Strategy

Strategies
Competency
Model
Recruitment
Selection
Retention
Performance
Management
Professional
Development
Succession
Planning

(knowledge, skills,
abilities and
behaviors)

Step 5 Evaluation
Review and Assessment
Develop WFP objectives and performance measures
Evaluate WFP process and results

This workforce planning helps the organization to analyze


Its current and future staffing needs – Demand Analysis.



The staffing resources available to it – Supply Analysis.



Any gaps between the two – Gap Analysis
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Supply, Demand Analysis and Gap Analysis Process

Demand Analysis
Required Staffing
Level

Current
Staffing
Level

Current
Vacancie
s or
Overage

Projecte
d
Workloa
d
Changes

Required
Staffing
Level

Supply Analysis

Gap Analysis
Projected Workforce
Gap

Projected Internal
Supply

Current
Staffing
Level

Projected
Attrition

Projected
Internal
Supply

Projected Workforce
Gap

Trend Analysis
1. Growth/Expansion
2.Workload Ratio
3.Policy/New
4.Initiative
5. Regulatory Change
6. Other

1. Retirements
2.Resignations
3.Terminations
4.Promotions
5.Demotions
6.Transfers
7. Other

Demand Analysis
The Demand Analysis identifies your agency’s workforce needs:
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The starting point for your Demand Analysis is based on the number of staff you
currently have – not on the number you need.



The Demand Analysis must identify not only the numbers of staff needed (Staffing
Assessment), but also the competencies that are critical to successful job
performance (Competency Assessment).



The focus of the Demand Analysis is identifying the functions that an agency must
perform, not just the people needed to carry out the functions.

The Demand Analysis should also examine changes in functions. These changes might have
a significant impact on the size and kind of workforce needed in the future. In fact,
the kind of staff you have today may not meet your current needs, let alone your future
needs.
Once you’ve decided which classifications to target, you’ll need to conduct both a Staffing
and Competency Assessment in order to get a full understanding of your workforce. You
should spend some time thinking about whether to start your Supply/Demand Analysis
with a Competency Assessment or the Staffing Assessment.
Competency Assessment First: When there is a significant gap between job performance
and organization expectations in the targeted classification, we recommend starting with
the Competency Assessment. Such an assessment may lead to discussions of job
reengineering, new classifications and/or technology changes, having a significant impact
on the number of employees needed.
Staffing Assessment First: When you have “the right kind of people in the job,” and you
expect the nature of the work to remain fairly stable, starting with the Staffing Assessment
makes perfect sense.
Demand Analysis: Staffing Assessment
The Staffing Assessment requires you to think carefully about the numbers of staff needed to fulfill
your current and future workforce needs

In projecting your future staffing needs, consider:


Policy Changes/New Initiatives: New program initiatives or “reforms” may have
significant staffing implications. The new service delivery model may require more
time working directly with clients/customers, require additional paperwork, or
result in working in teams.



Mandated Regulatory Changes: Work requirements can change as a result of
federal, state or local requirements. Court orders and consent decrees may require
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new client-worker ratios. Collective bargaining agreements sometimes mandate
staffing levels or workload limitations.


Planned Growth/Expansion: The demand for agency services may change as a
result of population shifts, unemployment rates, substance abuse changes within
your client population, or any of the many other social issues that affect the
demand for human services.



Other Factors Affecting Staffing: Any number of other factors may change your
staffing requirements. Technological innovations may reduce the number of
employees needed to do the same amount of work. Staffing ratios may change as a
result of available resources and shifting priorities.

Demand Analysis: Competency Assessment
Your demand analysis isn’t just about calculating the number of staff you’ll need now and
in the future. The purpose of doing the Competency Assessment is to determine whether
your current workforce includes the kind of employees needed both now and in the
future.
We define competencies as: the knowledge, skills, behaviors, personal attributes, or other
characteristics that are associated with or predictive of superior job performance.
Identifying the necessary competencies for the targeted job classification requires
1. What competencies do employees doing this job currently require?
2. What competencies will be required to do this job in the future?
The Competency Menu Rating Form provides a menu of competencies that may be
appropriate for a wide array of human service jobs. Not all of the competencies listed on
the form are relevant to all human service jobs.
Competency Rating Instructions:
Competencies are: the knowledge, skill, behaviors,
personal attributes, or other characteristics associated
with or predictive of superior job performance.
For each of the listed competencies, and in the appropriate
column, indicate the degree to which the competency is:
Currently possessed by the employees in the
classification,
Currently required to accomplish the work of the
classification,
Will be required in the future based upon the
organization’s strategic plan or changing business
requirements.
Use the Competency Rating Scale:
0 – Competency is Not Required
1 – Basic Level of Competency
2 – Intermediate Level of Competency
3 – Advanced Level of Competency

There are several strategies you can
use to identify the competency
requirements for the targeted
position. Using the Competency
Menu Rating Form is a fairly
straightforward methodology that
requires minimal time and resource
commitment.
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Supply Analysis
The Supply Analysis identifies your agency’s available staffing resources – both now and
in the future. In the Supply Analysis you will:




Focus on the current staffing level in the targeted job classification(s).
Identify all the personnel actions that can impact future staffing levels
(retirements, resignations, terminations, promotions, demotions, transfers, etc.)
Factor in these actions to project your future staffing levels.

As with the Demand Analysis, the Supply Analysis includes a Staffing Assessment and a
Competency Assessment.
Supply Analysis: Staffing Assessment
In the Supply Analysis Staffing Assessment, you will:
 Forecast future staff attrition - estimate the losses to your labor supply during the
Workforce Planning period. The timeframes you choose should coincide with those
used in the Demand Analysis.


Determine the number of employees who leave the targeted classifications for any
reason.



This process involves projecting your current workforce into the future as if no
management action were taken to replace attrition or develop existing staff.

Option 1 – Turnover Data Reports: You may be able to use your organization’s reports
on staff turnover to forecast future attrition. By our definition, “detailed” turnover data
includes all departures from the target classification including:


Retirements



Resignations



Terminations



Promotions



Demotions



Transfers



Other

Beyond this, detailed turnover data should include demographic information about the departing
employees. In addition, we recommend examining your turnover data by educational degree and
years of service.
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Option 2 – Attrition Data: If your agency does not compile detailed turnover data, you will need
to pull together this data manually to forecast future attrition.

Overall Projected Attrition and Projected Internal Supply
The overall projected attrition represents the total number of employees expected to
vacate the targeted classification within the time period covered by the Supply/Demand
Analysis. Subtracting the projected outflow (attrition) from the current number of
employees on board will determine the projected labor supply in the targeted
classification.
Current Staffing
Level

Projected
Attrition

Projected
Internal Supply

Supply Analysis: Competency Assessment
In the Competency Assessment for the Demand Analysis, you completed the Competency
Menu Rating Worksheet where you identified and rated the competencies for the targeted
classification
In order to complete the Supply Analysis column correctly, the facilitator should ask the
focus group participants to reach a consensus on the extent to which the competency is
currently possessed by employees “on the whole.” The focus group should not assess the
level of competency possessed by an “average” employee. Instead, they are determining
the extent of the competency possessed by employees “on average.”
Gap Analysis
The Gap Analysis brings together the data generated by the Supply Analysis and the
Demand Analysis. In this step you will:


Assess the differences between the current and future workforce requirements.



Look at these differences from both the competency perspective and the staffing
perspective.
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Build the foundation for the Gap-Closing Strategies of the Workforce Planning
process.

4.2 Priority Setting
Q. What criteria is used to identify the priorities?
Have you ever been in a meeting and found yourself surrounded by flipcharts with
boundless ideas, and not known how to narrow them down to something credible,
meaningful and actionable? Generally, it’s easy to generate lists of potential actions,
programs, interventions, policy options, etc. The challenge, however, is how to decide
which ideas should become priorities for action.
When to Use a Priority-Setting Group Process
Prioritization is needed at many stages of the planning process. For example, priorities
must be chosen about:







Vision
Mission
Goals
Audiences
Activities
Evaluation indicators.

Whatever the decision required, or the types of people involved, the priority setting
process starts when you already have a list of options/ideas. These options often arise
during a situational assessment after consultation with community members,
professionals, literature and other sources.
Once you have a list of options, a good priority setting process must have clearly defined:




Criteria on which to compare options
Processes to vote/score/rank
Roles and processes to make the final choice/s.

The following sections describe four different group priority-setting processes. They vary
in time required, level of rigor, and appropriateness for different kinds and sizes of
groups.
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Roles and Authority
Regardless of your process, there may be situations in which judgment calls are required.
It is also important to be clear about whether certain individuals have the power to make
judgment calls (for example in ‘tie-breaker’ situations) and/or veto certain group
decisions. Failing to clearly outline roles and expectations before beginning a priority
setting process can result in conflict and damaged relationships.
In any priority-setting situation, the role of process facilitator should be carefully
considered. It is important to have a neutral facilitator who is very familiar with the
process, and who is skilled in navigating differences of opinions, drawing out those whose
voice might at times be lost, and managing any conflict or issues that might arise during
discussion. Being able to manage both the process and the people will help ensure that the
priorities set are the right priorities and ones that will be endorsed by those involved.
Dotmocracy
Dotmocracy is a technique that most people are familiar with. In its simplest form, you
provide participants with one to three dots (usually stickers) and invite them to place a
dot beside their top one to three options. It is a voting technique.
When to use it:
Dotmocracy works well with large groups (e.g., 20 – 30 participants), in situations when a
quick ‘read’ of the group feelings are required and when participants are not very
interested or able to engage in very rigorous, analytical ranking processes.
Limitations:
Dotmocracy is one of the more subjective priority setting processes. It is only useful in
situations when the personal or professional judgment opinions of participants are an
acceptable decision-making standard.
Paired Comparisons
When to use:
Paired comparisons work well when there is one criterion (for example, overall
‘importance’) and participants are not very interested or able to engage in very rigorous,
analytical ranking processes. It is most appropriate for a small or mid-sized group
(generally up to 10 – 15 people.) It is a great tool to use after a dotmocracy activity has
narrowed options down to three or four choices that need to be further narrowed.
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Limitations:
Compared to dotmocracy, a paired comparison has a higher degree of rigor because it
forces people to quantify comparisons and get past their initial ‘gut reaction.’ It is still
however, a fairly subjective voting process.
How it Works:
Paired comparisons work similar to a round-robin sports tournament. In a round robin
tournament, each team play the other teams in their pool and ends with an assigned score
for each ‘head to head’ competition. In paired comparisons you do the same thing.
1. List the options. Assign a letter to each. For example:
A – Subsidies to offset facility program fees
B – Buses with bike racks attached
C – Workplaces with flex hours to allow for workouts during the day
D – Mandatory training for teachers in daily physical activity (DPA) activities
2. Mark the options as row and column headings on the table. Block out the cells where you
will compare an option with itself and where you will duplicate a comparison.
For example:

3. Establish criteria and process rules
As with dotmocracy, decide on the critical factor/s you will use to compare options (for
example, importance, urgency, reach, impact), and agree on how the final decision will be
made.
Also decide how different scores among group members will be combined to reach a
conclusion. After each person does his or her own scoring, the results can be discussed
cell by cell. The final totals can be established either by taking an average of all individual
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scores, or by agreeing as a group (hopefully by consensus), on what the group ‘score’
should be.
4. Compare the option in each row to the option in each column.
Based upon the criteria you chose:
Identify which of the two options ‘wins’ (for example, which is more important, more
urgent, will result in greater reach.) In the appropriate cell, write the letter of the winner.
Then score the difference between the two options between 0-3. A score of zero means no
difference and three is a major difference. Beside the letter of the winner write down the
score. For example:

5. Add up the totals for each letter.





A=2
B=0
C=3
D =7
In this case ‘D’ is the favored choice.
Quadrant Analysis / Decision Box
When to use:
Quadrant analysis is useful if you have two clear criteria upon which to make a decision
(for example, effort and impact), and those two criteria can be qualified in a dichotomous
way (for example, high versus low.) The use of specific criteria means it is a slightly more
rigorous and time-consuming method than the two previously described methods.
Limitations:
Quadrant analysis only allows for two criteria. Also, the results classify the options into
broad categories, which may need to be further prioritized in resource limited situations.
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How it Works:
1. Choose and explain your two criteria.
Examples of criteria pairs include:






supply / demand
cost / benefit
effort / impact
internal environment / external environment
mandate / community need
2. Identify your response categories.
Examples of response categories include:





yes / no
good / bad
high / low
3. Name and provide a suggested action for each quadrant. For example:

4. Assign each option to a quadrant.
5. Apply more rigorous prioritization process to remaining choices (for example, grid
analysis, below).
Grid Analysis
When to use:
Grid analysis is useful when you must or might have to defend your program decisions
with ample evidence. Also known as a decision matrix analysis, Pugh matrix analysis and
MAUT (Multi-attribute utility theory), it is a great process for when you have many
different criteria.
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Limitations:
Compared to the other techniques listed above, grid analysis takes more time and
requires a more sophisticated and engaged audience with adequate time available to
complete a detailed, thoughtful ranking process. For example, a team of paid staff
members within one organization, with a mandate to do evidence-informed planning for a
particular topic would find this process useful.
How it Works:
1. Identify your criteria.
There are a wide range of criteria are possible, for example, cost, effort, reach.
At The Health Communication Unit (THCU) we often talk about three criteria, each in a
circle of its own: appropriateness, impact and capacity. Where all three circles overlap – it
is the ‘right fit’
THCU’s three criteria can be broken down further. For example, appropriateness may
include: fit with mandate, fit with desires of funder, and fit with desires of stakeholders.
Impact might include number reached and expected degree of change. Under capacity you
could include both skills available and financial cost.
The choices are limitless, but keep to a reasonable number, ideally choose less than 10
criteria.
2. Identify your scale.
Identify how you will rate your options against the criteria. You might choose a 1 – 3 scale
of low, medium or high. You might choose a 1 – 4 scale of excellent, very good, good or
poor.
3. Optional – Choose Weights
Weighting is an optional step that involves determining whether some criteria are more
important than others. A criterion that is very low in importance gets a weight of 1.
Something very important gets a 5.
4. Assign each option a letter.
For example:
A – Subsidies to offset facility program fees
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B – Buses with bike racks attached
C – Workplaces with flex hours to allow for workouts during the day
D – Mandatory training for teachers in daily physical activity (DPA) activities
5. Set up your grid.
Place your options on the rows, criteria in the columns and weights in the first row (if you
choose to use weighting). Write your scale down across the top of the grid. For example:

6. Proceed with the scoring process.
First, assign ratings for each option against each criterion. Place the rating in the far left
corner of each cell. For example:
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Second, proceed to finish the grid by multiplying the ratings by the weighting factor and
totaling up the scores.

In this scenario, without the weighting option D would have come out on top. With the
weighting you can see that the priority shifted to option A.
Conclusion
These four techniques, with differing levels of complexity and rigor can help you be more
strategic in your decision-making. Used in the right situations, they can help make
decisions faster, justify your choices to your funder, and avoid conflict.

4.3 Monitoring and Evaluation
Q. what is meant by monitoring and evaluation and what is the reason to conduct
these?
Monitoring is the systematic collection, analysis and use of information from projects
and programmes for three basic purposes:
Learning from the experiences acquired (learning function);
 Accounting internally and externally for the resources used and the results
obtained (monitoring function);
 Taking decisions
Evaluation is assessing as systematically and objectively as possible an ongoing or
completed project, programme or policy. The object is to be able to make statements
about their relevance, effectiveness, efficiency, impact and sustainability. Based on this
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information, it can be determined whether any changes need to be made at a project,
programme or policy level, and if so, what they are. What went well, where is there
room for improvement? Evaluation thus has both a learning function - the lessons
learned need to be incorporated into future proposals or policy - and a monitoring
function - partners and members review the implementation of policy based on
objectives and resources mobilized.
Monitoring and evaluation are complementary. During an evaluation, as much use as
possible is made of information from previous monitoring. In contrast to monitoring,
where emphasis is on the process and results, evaluation is used to provide insight
into the relationships between results (for example, the strengthened capacity of an
organization), effects (for example, improved services / products) and impact (for
example, improved living conditions for the ultimate target group).
Three reasons
To summarize, M&E can be used for three reasons:




Steering: steering and adjusting current programmes and projects;
Learning: learning more about what works and what does not;
Monitoring: accounting for the resources used in the light of objectives formulated
in advance and results achieved.

4.4 Promotion and Lying Off
Q. Is having a mentoring committee a requirement to be considered for promotion
and tenure?
Q. Is a layoff based on seniority? What determines a layoff or reduction in time?
A promotion is a move up the organization ladder. Demotions are downwards moves and
Layoffs, move employees out. Layoffs in contrast to dismissals are termination, sometimes
temporary, required for business needs unrelated to work behavior or performance. All of
these bring about shifts in status and often in pay, of the employees involved.
Seniority Vs Merit in Promotion
Seniority is an employee’s length of service in a position. An individual who has worked in
an organization for three years has more seniority than one who has worked for two.
Merit in contrast refers to worth or excellence. Merit is more difficult to measure than
seniority, in the context of promotion, it relates to relevant qualifications as well as
effectiveness of past performance.
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Seniority Based Promotion
Advantages

Disadvantage

Employees get to experience many jobs on the
way up the promotional ladder, provided that
they stay long enough and openings develop.
Jobs can be grouped into different ladders such
that experience on one job constitutes good
training for the next.
· Cooperation between workers is generally not
hindered by competition for subjectively
determined promotions.
· Workers need not seek to gain favor with
supervisors (through non -productive means) to
obtain advancement. If, for example, a
supervisor’s direction violates the interests or
policy of the ranch, employees would have less
fear of reprisal for not following it.

Some employees may not be able or want to do
certain jobs into which a strict seniority system
would propel them. (Not all tractor drivers
would make good foremen, or would like to be
foremen.) Employees should be able to opt not to
accept an opportunity for promotion.
· Ambitious workers may not be willing to "wait
their turn" for higher -level jobs that they want.
· Employee motivation to work as well as
possible is not reinforced.
· Immigrant or ethnic groups new to agriculture,
and women, would be underrepresented in
higher levels for a long time (since they are the
last hired and have least seniority).
· Employers would tend to hire over skilled
people at entry level, so they have the capacity
for promotion

Merit Based Promotion
·

Advantages

Disadvantages

.Employee job -related abilities can be better
matched with jobs to be filled.
· Motivated and ambitious employ ees can be
rewarded for outstanding performance.
· Performance is fostered.
· People can be hired for a specific job, rather
than for ability to be promotable .

· Merit and ability are difficult to measure in an
objective, impartial way.
· Supervisors may reward their favorites, rather
than the best employees, with high merit
ratings.
· Disruptive conflict may result from worker
competition for merit ratings.
· Unlawful discrimination may enter into merit
evaluations.

Seniority Vs Merit in Layoffs
Layoffs are normally considered termination based on lack of work or capital, rather than
on poor employees performance. Layoffs are often temporary. They occur with the
expectation that workers will be hired back if and when they are needed.
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Layoffs of year-round employees may require a different approach than that of seasonal
workers. Decisions involving the layoff of non-seasonal personnel may well be the hardest
or most heart wrenching labor management decision you have to make. The expectation
with year-round employment is that workers will hold on to their positions as long as
they do a good job and the enterprise is economically viable.
Employees may opt for a mix between seniority and merit considerations in lying off
employees. Certainly, in considering such a mix, greater weight is probably given to
seniority considerations in layoff than in promotion decisions. Please note that I am not
suggesting that seniority is more important than merit.
Arguments that favor making layoffs in reverse order of seniority, that is, the last hired
the first to go include:
(1) The longer employees have worked for a farm enterprise, the more loyalty they are
due. Other employees will observe and be affected by how senior employees are treated.
(2) Senior employees who lose their jobs may have greater difficulty finding another job
at the equivalent pay and benefit level than younger workers.
(3) Layoffs by merit may lead to age discrimination law suits if older workers are
disproportionately terminated.
The principal argument favoring merit to determine layoff decisions is:
(1) Management should retain the best people to do the job, especially when functioning
with fewer employees.
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5. Training and Skills
5.1 Orientation
Q. Why organizations conducting orientation program and what are the advantages
gained through orientation workshop?
New employee orientation is the process you use for welcoming a new employee into your
organization. New employee orientation, often spearheaded by a meeting with the Human
Resources department, generally contains information about safety, the work
environment, the new job description, benefits and eligibility, company culture, company
history, the organization chart and anything else relevant
to working in the new company.
An effective orientation will:






Foster an understanding of the organization culture, its
values, and its diversity;
Help the new employee make a successful adjustment to
the new job;
Help the new employee understand his/her role and how
he/she fits into the total organization;
Help the new employee achieve objectives and shorten the learning curve; and
Help the new employee develop a positive working relationship by building a foundation
of knowledge about organization mission, objectives, policies, organization structure, and
functions.
The First Day on the Job
A new employee may be anxious about starting a new job. Try to create a comfortable
environment and remember not to overwhelm the new employee with too much
information on the first day. Orientation is a continuous process, so there will be penalty
of time to give the employee all the necessary information.
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Follow up Meetings
Over the next few weeks, schedule meetings with the employee to discuss the following:







Employee's overall impressions. Find out how the employee perceives your department
so far. If there are any problems or concerns, address them.
Organization of the University. Spend time explaining the Organization's structure. Talk
about where your department fits in and how it relates to other departments.
Mission statements. Discuss the mission statement of the Organization and how the
goals and objectives of your department help support that mission.
Performance evaluation process. Explain that you and the new employee will be
developing a performance plan, discussing his/her progress and evaluating his/her
performance. Explain the timing of appraisals and the methods you'll use to measure
progress.
Department work rules. Review your department's work rules with the new employee.
Discuss attendance guidelines, call-in procedures, and requests for time off.

5.2 Identify Training Needs
Q. How the training needs of the employees can be assessed by the organization?
Training Definition
The “aim of training is to develop new skills, knowledge or expertise”. This is reflected in
the many definitions of training. For example, Stammers and Patrick (1975) define
training as “the systematic development of the attitude/ knowledge/ skill or behavior
pattern required by an individual in order to perform adequately a given task or job”.
Training is also defined as “the acquisition of skills, concepts or attitudes that result in
improved performance”. Therefore training will require the integration of education and
associated practical instruction, such that the resulting learning will be manifested in
‘performance’ at some task.
Conducting employee training can be a daunting task, particularly when you have a staff
with a diverse set of skills and knowledge. It's a waste of company time and money to
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provide training in areas where employees are already performing to standard. Instead,
it's best to first identify the specific employee training needs.
Identify Employee Training Needs
1. Conduct a job task analysis of the employee (or group of employees) for whom you are
identifying training needs. In order to provide effective training, it's necessary to know
exactly what the expectations are for the job. You can gather some of this information by
observation and by asking employees to provide you with either verbal or written
descriptions of what their jobs entail.
2. Compare employee performance to the job expectations and identify the areas in which
there are discrepancies. Identify whether the discrepancy is due to work process issues,
such as not knowing how to complete a specific task, or personnel issues, such as not
wanting to complete a specific task. Work process issues can be addressed with employee
training, while personnel issues are better addressed by an employee review process.
3. Schedule a meeting with all of the employees involved, asking them to bring with them
lists of what they consider to be the top five areas in which they feel more training is
needed. Share the lists as well as your own observations.
4. Group training issues by category. For example, learning a new computer program
would fall into the same category as learning how to use a new piece of equipment, but
reviewing customer service strategies would be better categorized with other policy
review issues.
5. Prioritize training needs as a group, taking into account that those that have an
immediate effect on business performance or employee safety are the most important.
Discussing your business goals with your employees can also be helpful in this process.
Knowing the desired outcome can assist employees in telling you what they need to know
in order to help the company achieve its goals.
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5.3 Training on Needs Basis
As your business evolves and grows, your employees need to keep pace with new
developments. Evaluating whether your business needs training or not is the first step.
Once you’ve identified gaps in the skills your employees need and those they currently
have, you’ll be in a better position to decide what type of training is needed and who in
your organization needs it.
Meeting the employee training need
People often require training at short notice. Sometimes a suitable public training
course cannot be found because of different needs and time availability.
In addition, business demands require flexibility. This service provides greater
flexibility and added value.
This on-demand service is a viable alternative to in-house training because it is
designed for situations where only one, two, three or four people need training
and/or coaching.
Importantly, this training can be very cost effective.
Training can provide tremendous advantages for your business. You can improve
customer service and employee productivity, motivate your staff and keep your operation
current. Remember to analyze your needs at the outset and choose the right type of
training for your requirements.
You’ll first want to assess whether you currently need to train your employees.
1. Assess Your Business: Has it changed? For instance, if you’ve recently installed a
point-of-sale program or upgraded your computer system, training can make the
transition easier for staff and customers alike. Employees are more accepting of
change if they receive adequate training. They will likely feel more supported, and
valued, as members of your organization.
87

2. Understand Your Demographic: Are there new factors to be taken account? For
instance, has the growing number of baby-boomers resulted in a higher demand
for internet services? Keeping an ear to the ground for changes in your customer
base will provide you with opportunities for growth, and may result in new
training requirements.
3. Seek Feedback: Have you asked customers, managers or employees for feedback?
You may discover some hidden training needs that translate into opportunities to
improve service delivery. There are simple ways you can collect this information,
such as customer survey cards and forums for staff to communicate with
management.
4. Act on Complaints and Frequent Problems: Receiving complaints from
customers or staff doesn’t necessarily indicate an employee is a lost cause and
must go. Perhaps there is simply a deficiency that could be easily rectified with
training. When errors or complaints are brought to your attention, analyze the
problem and determine whether training might solve it.
5. Prepare New Hires: When you hire new front-line workers, they often lack
advanced skills in customer service and communications. Address these right
away. Quality of service impacts the visitor experience, which affects your bottom
line: training is a must for new hires.
6. Retain Employees: Recruiting new hires is one issue; retaining them in the longrun is another. You can reduce employee turnover by making training
opportunities available to those seeking to advance their careers within the
industry and within your organization.
7. Accept the Limits of Training: Not every problem can be solved with training. For
instance, if an unhappy employee receives training for a promotion, she might still
quit after she receives it, leaving you to train a replacement. Nor will training
ensure that a previous problem won’t emerge again. For instance, after he receives
training, that front-line worker might still be the target of customer complaints.
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You might discover that he’s more suitable in another position, or another line of
work.
8. Prioritize: Take time to evaluate what your organization as a whole stands to gain
by training its employees. Where can you make the best use of training? Who can
benefit most? Develop a strategic plan you can use in the longer term.

5.4 Training and Corporate Needs
Today's highly competitive marketplace has put great emphasis on important elements
like the effective use of resources, increased productivity, faster product development and
time to market to beat the competition and succeed. This has increased the need for
complex systems and shorter product life cycle. The work force should be trained on these
complexities to meet the goal of the organization. This has necessitated the corporate
training model where the companies utilize the expertise of experienced trainers for their
project specific customized training needs. These training programs are also organized for
skill development and retention of the existing workforce.
Corporate training programs should support your business objectives and goals. It should
also sync with your corporate environment and organizational practices. Part of corporate
training is to accentuate your workforce’s core knowledge and learning processes all the
while reinforcing company vision and ideology.
Corporate training processes must be effective and efficient. You need a training staff that
is organized, and productive. Do you have a feedback system to monitor business plans,
performance problems and training results? Does your training address the core
competencies of your business?
If your in-house corporate training is lacking or non existent you may want to explore
outsourcing your corporate training to a company that has powerful workshop experience
which change the way corporate teams face challenges and take advantage of
opportunities. An organization that can:





Help you build stronger teams
Encourage and improve collective collaboration
Improve decision making abilities
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Improve and transcend customer service
Focus on conflict resolution techniques
Address and help your organization prepare for change with change management.

5.5 Training and objectives
A training objective is the specific knowledge, skills, or attitudes that the trainees are to
gain as a result of the training activity. An objective is usually measurable.

Training objective tell the trainee that what is expected out of him at the end of the
training program. Training objectives are of great significance from a number of
stakeholder perspectives,
1. Trainer
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2. Trainee
3. Designer
4. Evaluator
Trainer – The training objective is also beneficial to trainer because it helps the trainer
to measure the progress of trainees and make the required adjustments. Also, trainer
comes in a position to establish a relationship between objectives and particular
segments of training.

Trainee – The training objective is beneficial to the trainee because it helps in reducing the
anxiety of the trainee up to some extent. Not knowing anything or going to a place which is
unknown creates anxiety that can negatively affect learning. Therefore, it is important to keep
the participants aware of the happenings, rather than keeping it surprise.
Secondly, it helps in increase in concentration, which is the crucial factor to make the training
successful. The objectives create an image of the training program in trainee’s mind that
actually helps in gaining attention.
Thirdly, if the goal is set to be challenging and motivating, then the likelihood of achieving
those goals is much higher than the situation in which no goal is set. Therefore, training
objectives helps in increasing the probability that the participants will be successful in
training.
Designer – The training objective is beneficial to the training designer because if the
designer is aware what is to be achieved in the end then he’ll buy the training package
according to that only. The training designer would then look for the training methods,
training equipments, and training content accordingly to achieve those objectives.
Furthermore, planning always helps in dealing effectively in an unexpected situation.
Consider an example; the objective of one training program is to deal effectively with
customers to increase the sales. Since the objective is known, the designer will design a
training program that will include ways to improve the interpersonal skills, such as
verbal and non verbal language, dealing in unexpected situation i.e. when there is a defect
in a product or when a customer is angry.
Therefore, without any guidance, the training may not be designed appropriately.
Evaluator – It becomes easy for the training evaluator to measure the progress of the
91

trainees because the objectives define the expected performance of trainees. Training
objective is an important to tool to judge the performance of participants.

Non-examples: Objectives

Here are some non-examples of poorly written objectives:



The trainees will learn to be good teachers.

Reason:



This objective is hard to measure.

The trainees will learn a lot about the Multi-strategy method.

Reason:

This objective is too general.

Examples: Objectives

Here are some examples of well-written objectives:
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By the end of the teacher training course, the trainees will do the following:
o

Examine four characteristics of adult learning (knowledge objective)

o

Show in practice sessions (behavioral objective) that they respect
adults (attitudinal objective) by using various methods (skills
objective) which allow adults to actively participate

o

Learn to do classroom storying.

By the end of the writers workshop the trainees will
o

write and edit two traditional stories in their mother tongue, and

o

publish their stories with a silk-screen printer

5.6 Evaluative Training
Evaluating the Training (includes monitoring) addresses how one determines
whether the goals or objectives were met and what impact the training had on actual
performance on the job or in the community.
Generally there are 4 kinds of standard training evaluation:


Formative,
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Process,



Outcome, and



Impact.

Formative evaluation provides ongoing feedback to the curriculum designers and
developers to ensure that what is being created really meets the needs of the intended
audience.
Process evaluation provides information about what occurs during training. This includes
giving and receiving verbal feedback.
These two constitute monitoring.
Outcome evaluation determines whether or not the desired results (e.g., what
participants are doing) of applying new skills were achieved in the short-term.
Impact determines how the results of the training affect the strategic goal e.g. health
promotion goal of reducing the incidence and prevalence of HIV/AIDS.
These two constitute what is usually referred to as evaluation or final evaluation.
Qualitative Methods

Quantitative Methods

Exploratory Investigations

Descriptive Surveys

•Generating new product
ideas/concepts
•Identifying key product
attributes or attitudes using
focus groups

Examples

•Participant surveys to assess the
differences in changes in behavior back on
the job as a result of training
•Comparison of perceptions of usefulness of
training

•Secondary data analysis
(obtaining exploratory
information from experts, using
•Studies to assess demographic differences
techniques such as Delphi,
between individuals/groups, etc.
informants, archival data, case
studies, journals, one-on-one
interviews, etc.)
•Is exploratory: most
•Describes: used for description of
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appropriate for exploring ideas,
problem areas, concepts for
design, etc.
•Often used to define
problem(s), identify relevant
variables, and provide direction
for further research
Characteristics•Uses fairly informal research
design.
•Provides depth of
understanding
•Asks "Why?"
•Is subjective
•Enables discovery
•Studies motivations
•Allows insight into behavior,
trends, etc.
•Interprets

characteristics, relationships, similarities
and differences
•Can suggest correlations but not prove
cause/effect relationships between two or
more variables (e.g., there is a correlation
between attending training and changes in
job related behavior, but cannot say for sure
that training alone caused changes in
behavior)
•Employs a well planned design that clearly
identifies who, what, when, where, etc.
•Asks "How many?" "How often?"
•Usually involves completing a
questionnaire (e.g., pencil and paper
instrument or telephone) to gather
information
•Strives to be objective
•Usually involves statistical analysis

5.7 Developing a Skill Bank
Q. How to build a ‘skills bank’ to tap employee knowledge?
How to create a skills bank
Identify a list of all the knowledge and skills that your business may need.
A good place to start is by reviewing all of your organization’s job descriptions. Often job
descriptions will include a section that addresses the knowledge, skills and abilities
needed to perform each job.
Another resource is the Internet. Researching an applicable industry or human resources
and training sites will also give you ideas.
Network with contacts in your industry. See if they have something useful that they would
be willing to share with you.
Think about your customers and their service expectations. Think about your needs as
they relate to foreign language skills, computer skills, administrative skills, as well as the
skills needed to manage and supervise.
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Break into categories
Developing a skills bank will be a much easier process for you if the list of knowledge and
skill sets that you arrive at in step 1 are organized and labeled under broad categories.
Examples are: technical skills, customer service skills, sales skills, administrative skills,
financial skills, management and supervisory skills, language skills and so on.
It will also be easier for employees to find what they are looking for when they want to
use the skills bank. For example, if an employee is looking for another employee who
speaks a particular foreign language, that employee would go to the broad category
labeled ‘language’ and then within that category they could search for Spanish, Hmong,
French, Russian, German, Vietnamese, Chinese, Sign Language and so on.
Create a skills bank survey
Using the knowledge and skill sets list (with their associated categories that you compiled
in steps 1 and 2), design an organized and easy to complete survey for employees that
includes clear instructions.
In the survey, consider also asking employees their level of expertise in the skills they
select (basic, intermediate or expert).
When creating the survey keep in mind that it can be designed to be administered to
employees in either an automated fashion via survey tools found in various computer
software packages or via your basic paper and pencil method.
Conduct the survey
When you send out this survey to your employees, make sure you communicate what the
information is going to be used for, how the skills bank can help them and the
organization, as well as whether it is optional or mandatory for the employee to
participate in the skills bank survey.
Compile the results
Once the results start coming in, you will compile the results and place them in an easy-touse directory format that all employees can access and navigate. As mentioned earlier, it is
easiest to organize the skills bank by broad categories first. Don’t forget to include contact
information alongside the employee’s name for easy reference.
Conducting a quality check of the survey results is another important step to take prior to
finalizing and rolling out the skills bank directory. Ask the supervisors of employees to
review the skills their employees checked to ensure they concur.
Determine how employees can access the results
If your organization has an intranet, this would be a great place to put your skills bank
96

directory. Otherwise you can place the directory on a shared drive that everyone can
access online, or you can send everyone a photocopy for their files.
Roll out the skills bank
Once the skills bank is built and ready to roll out, consider creating a fun and motivating
communication to introduce the skills bank and to build excitement around it.
Don’t forget to periodically remind employees that the skills bank exists and find ways to
tap into managers and supervisors who can help you keep the program alive and actively
used.
Maintain the skills bank
Just like anything, the skills bank is only as good as it is current. Make sure you set up
procedures for adding new employees and deleting ones who have left. Once a year, ask
employees to update their skill records so that you can keep the bank current.

5.8 On the Job Training
Q. what is on the job training and how the effectiveness of on the job training can be
measured?
Employee training at the place of work while he or she is doing the actual job. Usually
a professional trainer (or sometimes an experienced employee) serves as the course
instructor using hands-on training often supported by formal classroom training.
It is the responsibility of supervisors and managers to utilize available resources to train,
qualify, and develop their employees.
On-the-job training (OJT) is one of the best training methods because it is planned,
organized, and conducted at the employee's worksite. OJT will generally be the primary
method used for broadening employee skills and increasing productivity. It is particularly
appropriate for developing proficiency skills unique to an employee's job - especially jobs
that are relatively easy to learn and require locally-owned equipment and facilities.
Morale, productivity, and professionalism will normally be high in those organizations
that employ a sound OJT program.
An analysis of the major job requirements (identified in the position description and
performance plan) and related knowledge’s, skills, and abilities form the basis for setting
up an OJT plan. To be most effective, an OJT plan should include:
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The subject to be covered;
Number of hours;
Estimated completion date; and
Method by which the training will be evaluated

To have a successful OJT program, supervisors need to assign a coach to each employee
involved in OJT. It is the responsibility of the coach to plan training carefully and conduct
it effectively.

5.9 Types of Employee Rewards

Q. employee recognition becomes even more important. A well designed program can
lift morale, improve productivity and give companies an edge over the competition.
What can you do to ensure your program is delivering these benefits?
Employee rewards are an excellent tool to recognize good
performance and make the employee feel valued and appreciated.
There are many ways to reward employees that involve both
monetary and non-monetary efforts. At times a simple "thank you"
can go a long way. The important thing about employee rewards is
that they must be fair to all employees and given in appropriate
situations. The company policy on employee rewards should be
specific and clearly defined.
Monetary Rewards
Monetary rewards are given for a variety of reasons. Some examples
are meeting sales goals, achieving quality, outstanding performance in a given situation,
or delivering a special project. Typical rewards are money in a form of a bonus, trips paid
for by the company, gifts from a rewards catalog, or services such as cell phone or paid
cable.
Non-Monetary Rewards
Non-monetary rewards are given for going above and beyond as a team player, perfect
attendance, or learning a new skills. Examples of non-monetary rewards are movie
tickets, restaurant coupons, certificates, thanks from the bosses, flexible schedules, a day
off, picnics, recognition of birthdays, and free lunches.
Other Rewards
98

Other types of rewards can also be given to employees. Some examples are a parking
space, outstanding employee plaque, corner office space, personalized items (brief cases,
day planners), shirts, jackets, and employee discounts. Regardless of the type of rewards
given, be consistent and fair in delivering the rewards program.

5.10 Government Influence on Compensation
Employees receive compensation from a company in return for work performed. While
most people think compensation and pay are the same, the fact is that compensation is
much more than just the monetary rewards provided by an employer. According to
Milkovitch and Newman in Compensation, it is "all forms of financial returns and tangible
services and benefits employees receive as part of an employment relationship" The
phrase "financial returns" refers to an individual's base salary, as well as short- and longterm incentives. "Tangible services and benefits" are such things as insurance, paid
vacation and sick days, pension plans, and employee discounts.
Public sector compensation is becoming a high-profile policy issue. While private sector
wages and benefits have stagnated during the recession, many governments continue to
increase compensation for public sector workers. At the same time, there are growing
concerns about huge underfunding in public sector retirement plans across the nation.

5.11 Job Evaluation and Pay Structure
Q. if underpaid, a person may reduce his effort or try to obtain a raise; if overpaid, a
person may increase efforts or work longer hours without additional compensation,
how a best pay structure should be designed to facilitate the workers and get the best
out of them?
As organizations grow, having a well designed relevant pay structure becomes
increasingly important to differentiate between different job roles. Is this important? Key
benefits include establishing a clear system capable of managing jobs at different levels.
By setting the framework that determines pay ranges for jobs and job holders, they also
help to communicate and explain the relationship to people management policies,
including career progression.
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A tailored approach
People consulting works with clients to develop the right pay framework. From initial
brief, through to design, implementation and evaluation, we ensure that your pay
structure is fully capable of delivering your organizational goals by:






Designing and implementing new pay structures which may vary for different
employee groups.
Pay structure examples include Job family; narrow grades; broad bands; career
family etc.
Developing pay structures underpinned by proprietary or bespoke job evaluation
systems.
Reviewing your existing pay structure and recommending improvements where
this is relevant.
Establishing pay or salary progression frameworks linked to your pay structure.

5.12 Individual Incentives
Q. What types of individual incentives are awarded to employees for showing better
performance?
Q. Will Individual Teacher Pay for Performance Schemes Increase Students
Performance - Probably Not?
Individual incentives are used by companies as a means to motivate employees by
providing them the opportunity to earn additional income. Incentives often take the form
of cash, but they can also be paid in the form of a product or a family vacation. In some
cases, incentives can make up the bulk of an employee's income, such as a salesperson
that is compensated on a commission basis.
Bonuses
Bonuses are typically made to employees who reach specific performance levels.
Salespeople may be paid bonuses for attaining sales goals. Accountants can receive
bonuses for reducing expenses to a certain level. In some cases, the employee may not
know the amount of bonus she will receive until it is actually awarded.
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Commissions
Commissions may be used as a form of incentive for salespeople. Those who work on
commission typically receive income based on a percentage of the revenue that they
generate, with no limitations placed on potential earnings. As a result, individuals who are
highly motivated by money may relish working on commission since income is strictly
tied to their productivity.
Profit-Sharing Plans
As the name implies, profit-sharing plans are when a company shares a portion of its
profits with the employees, which may motivate them to increase productivity and limit
waste. Profit-sharing usually occurs on an annual basis and may be in the form of
company stock or a contribution to a retirement plan. A profit-sharing plan may also be
offered as part of a recruiting package to attract new employees.
Piecework
Piecework plans are similar to commission plans in that they reward employees for high
productivity. They may be used in an industrial setting, such as in a warehouse where
workers receive an increased hourly wage based on the amount of freight they move.
Piecework can also be used in a production setting, where employees receive additional
income in accordance with the number of goods they can produce by the end of a shift.
Referrals
Referrals are used to motivate employees to recruit new workers into a company. The
employee may receive a fixed amount of money once the new employee has achieved a
specified length of tenure, such as 90 days. In a sales setting, a salesperson may receive a
percentage based on the amount of commission that his recruit earns.

5.13 Group Incentive Plans
Q. Whether group incentives plans add performance increment to the organization? If
yes then how??
Group incentive programs are award programs that deliver lump–sum cash payments,
time–off awards, and/or informal recognition items to groups of employees who meet or
exceed pre–established levels of organizational performance. Designing effective group
incentive programs can be key to achieving organizational goals.
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Design Features
Gainsharing and Goalsharing

Design Features, Group incentive programs can cover groups of employees as large as an
entire agency or as small as a work unit or team. No matter how large or small the group,
an incentive program should include the following design features:
 Measurable Performance. Group incentive programs require reliable, accepted
measures of performance. The program must express desired goals in terms of
those measures. The measures can be quantitative or qualitative and are
sometimes expressed in financial terms.
 Specified Performance Period. Group incentive programs must select a time
frame to measure the group's performance, for example, annually or quarterly.
Effective incentive programs ensure clear communication with employees about
program time-frames and expectations.
 Threshold for Payments. Organizations should grant group incentives based on
the goals established at the beginning of the performance period. Payouts are made
at the end of the performance period each time a group meets or exceeds the
established goal(s).
 Payout Formulas. Programs should have clear, understandable payout formulas.
If the goal requires some kind of financial gain or savings, those savings usually are
split between the agency and the employees. If the goal is to improve performance
to a certain level, organizations should distribute funds specifically budgeted for
the incentive program.
 Employee Participation. High involvement of employees and their
representatives at all stages of program design and implementation increases the
likelihood that they will understand and accept the program. Involving employees
has the unique advantage of allowing them to understand the overall objectives of
the organization as well as their specific role in meeting those objectives.
 Agency Commitment. Group incentives are powerful but time-consuming
management tools. Organizations must commit to a high level of communication
and participative management. The program's success depends on the level of
upper-management support it receives.
Gainsharing and Goalsharing. In the Federal Government, agencies frequently use two
forms of group incentive programs – gainsharing and goalsharing.
Gainsharing is a reward program that allows employees to share in an award based upon
productivity gains or savings in excess of a predetermined baseline of performance. If an
organization's goals include improving productivity, reducing waste, reducing costs,
and/or creating a savings in production costs, a gainsharing program focuses employees
on those goals. The most important difference between a gainsharing and a goalsharing
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program is that a gainsharing program is self-funding. Therefore, it requires reliable
financial measures to calculate the “gains” (i.e., profits or savings) that the organization
and employees will share.
Goalsharing is related to gainsharing but often is not financially driven. Instead of
focusing on productivity gains, a goalsharing program establishes goals that support the
organization's mission – goals such as improved customer satisfaction or improved
program effectiveness. A goalsharing program distributes a payout to employees when
the group meets or exceeds pre-established goals and usually is not self-funding. Many
authors refer to a goal sharing program as a “family of measures” gainsharing program.

5.13 Team Based Compensation
Q. In the light of choosing between individual, team or simultaneous reward systems,
how do organizations argue for their chosen team based reward system?
Team Definition (Katzenbach & Smith, 1993)
•
•
•

Group of employees whose members are mutually accountable to each other for
common goals.
Team members interact on a regular basis.
There is the possibility of synergy between team members.

Size of team is between 2 and 25 members.
Types of Teams


Work Team
–
–



Controls a business process such as customer service or manufacturing.
Product or service quality is a key criteria.
Permanent work assignment and full-time commitment.

Project Team
–
–

Project is limited by completion time such as new product design or
construction project. Delivery time, budget variance and design quality
are some criteria.
Full-time commitment; after project team members are reassigned to
different projects.
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Parallel Teams
–
–
–

Used to solve specific problems such as quality, safety, employee
grievances or impact of technology change.
Used in parallel to functional units where employees spend most of
their work time.
Requires only a part-time commitment as team member.

Monetary Team Rewards
•
•
•
•
•

Team Bonus - Cash payment to tied to achieving major team performance outcome
and allocated on non-recurring basis.
Team Merit Pay - Cash adjustment to salary tied to achieving team behavioral and
performance outcomes.
Skill-based Pay - Adjustment to base pay rate of team members tied to team
competence level.
Gainsharing - Share gains of unit/department with interdependent teams.
Spot Cash Rewards - Discretionary basis.

Non-Monetary Team Rewards
•
•
•
•

Team Recognition Reward - Public ceremony or announcement in company
newsletter.
Team Celebration - Celebrate team “win”; includes special dinner, ticket to sports
event, etc.
Merchandise - Team jacket, pin, emblem to build team identity and “espirit de
corps.”
Travel - Team members (and possibly spouses) travel to resort for relaxation and
fun - often used for sales teams after successful marketing “push.”

5.14 Executive Compensation programs
Q. What are a reasonable pay differential between the highest paid employee (such as
the CEO) and the lowest paid employee in your organization?
Q. Do you think people should get a bonus if the company is losing money?
•
•

Executive compensation is how top executives of business corporations are paid.
The purpose of compensation of an executive is for an individual who is in
a management position at highest levels.
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•

This category includes presidents’ vice presidents
managing directors and general managers.

Features of Executive Compensation
•
•
•
•

Managerial compensation cannot be compared to the wage and salary schemes
meant for in other employees in organizations.
Executives are denied the privilege of having unionized strength.
Secrecy is maintained in respect of executive compensation.
Executive pay is not supposed to be based individual performance rather on
organizational performance.

Means of Compensation
There are four basic tools executive compensation packages in organization. These are:
•
•
•
•

Base salary.
Allowances.
Incentives.
Perquisites.

Compensable Factors
•
•
•
•
•
•
•
•

Job related experience.
Training time required.
Frequency of review of work.
Utilization of independent choice.
Frequency of reference to guidelines.
Frequency of work transferred through supervisor.
Analytical complexity.
Time spent in processing information.
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Compensation Chart

Compensation System

Direct
Compensation

Indirect
Compensation

Base Pay

Salary

Protection program

Merit Pay

Wage

Pay for Time not
Worked

Services and
Perquisites

Medical Insurance
Vacations
Life Insurance
Holidays
Disability Income
Sick Leave
Pension

Jury Duty
Social Security

Recreational
Facilities
Car
Financial Planning
Low cost or free
meals

Incentive pay

Deferred Pay

Bonus

Saving Plans

Commission

Stock Purchase

Piece rate

Annuity

Profit Sharing
Stock Option
Shift Differential
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5.15 International Compensation
Q. what do you understand by international compensation, how does it differ from
individual and team based compensation?
Before starting international compensation its better to understand some terms used in
international compensation programs. These are:
 Host country nationals (HCN)
o Local citizens working for a foreign company.
 Expatriates
o People working for a company from their native country but in another
country.
 Third Country nationals(TCN)
o People working for a company with ownership and at a location which is
different than their own country.
Objectives of International Compensation
•
•
•
•
•

Attract Individuals who are competent and interested in International
assignments.
Facilitate movement of expatriate from one subsidiary to another, from the home
country to subsidiaries and from subsidiaries back to home country.
Provide a consistent and reasonable relationship between the pay levels of
employees at headquarters, domestic affiliate and foreign subsidiaries.
Be cost effective by minimizing unnecessary expenses.
Be consistent with the overall strategy, Structure and business needs.

Components of Compensation
Elements of Compensation
•
•
•
•
•

Base Salary
Incentives/Variable Pay
Allowances
Long Term Benefits
Taxes

Base Salary
•

It’s common in any compensation strategy whether domestic or foreign.
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•

The base salary is the foundation block of international compensation whether the
employee is TCN or PCN.

Incentive/Variable Pay
•
•
•
•

A growing number of Multinational Companies MNCs have dropped ongoing
premium for overseas assignments and replace it with a one time lump-sum
premium.
Even in domestic MNCs are preferring one-time premium s to periodic salaries.
Yahoo.com has dropped the CEO’s salary to some % but they are entitled to benefit
from a discretionary bonus in the form of in a fully vested stock option of up to 1
million shares/annum.
Google Inc has done the similar thing.

Allowances
•
•

They are inevitable feature of international compensation.
One common allowance relate to the cost of living – an adjustment for differences
in the cost of living between the home country and foreign assignment.

Popular Allowances
•
•
•
•
•

Spouse allowance
Housing allowance
Home leave allowance
Relocation allowance
Educational allowance

Foreign Service/ Hardship Premium (Allowance)
•
•

This is perceived as an inducement in the form of a salary premium to accept an
overseas assignment.
Generally salary premiums vary from 5-40 % of the base salary.

Taxes
MNCs generally select one of the following approaches to tackle international taxation.
•
•

Tax Equalization
Tax Protection
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Tax Equalization
Organizations withhold an amount equal to the home country tax obligation of the PCN
and pay all taxes in the host country.
Tax Protection
The employees pay up to the amount of taxes he or she would pay on remuneration in the
home country.
In such a situation the employee is entitled to any windfall received if the total taxes are
less in the foreign country than in the home country.

5.16 Pay for Performance
Q. Why Do Some People Contend That Pay Isn't a Motivator?
Q. If There's No Perfect Way to Measure Employee Performance objectively
and meaningfully, how do you Manage “Pay for Performance Schemes”?
It is any type of financial reward that is provided only when certain specified performance
result occurs. It can be called as Variable pay or Contingent pay.
Objectives Pay for Performance (PFP)
•
•
•
•
•

Motivation
Increase the commitment
Reinforce cultural values
Alignment with company performance
Discriminate equitably between employees based on performance.

PFP Obstacles
•
•
•
•
•

Poor perceived connection between performance and pay.
The level of performance pay is too low relative to basic pay. The cost of more
highly motivating programmes may be prohibitive.
Lack of objective, countable results for most jobs, requiring the use of performance
rating.
Faulty performance appraisals systems, with poor cooperation from managers,
leniency bias in the appraisal and the systems change.
Union resistance to such systems and to change in general.
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•

Poor connection between PFP outcomes and corporate performance measure

Short Term PFP Plans
•
•
•
•

Merit Pay
Lump-sum bonuses
Individual spot award
Individual incentives

How Do You Select a PFP System?
In designing a PFP system three major questions should be asked.
1. Who should be included in PFP system?
2. How will performance be measured?
3. Which incentives will be used?
Who should be included in PFP system?
In general all groups should be included in a PFP system; with one critical condition i.e.
The PFP system should be developed with specific groups and conditions in mind. Many
companies have different PFP systems for various classes of employees. Some companies
have reward systems that are compatible with the culture that attempts to minimize
the distance between people at different levels in the organizational hierarchy.
How will performance be measured?
By using different Performance Appraisal Techniques.
Which incentives will be used?
Incentives are used on the basis of Merit-Pay plans. They are
1. Use a bonus system in which merit pay is not tied to basic salary.
2. Maintain a bonus ranging from 0 to 20% for lower pay levels and from0 to 40% for
higher pay levels.
3. Take performance appraisal seriously. Hold raters accountable for the appraisal and
provide training.
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4. Focus on key organizational factors that affect the pay system. Information systems and
job design must be compatible with the performance measurement system.
5. Include group and team performance in evaluation. evaluate team performance
wherever appropriate and base part of individual part of merit pay on the team
evaluation.
6. Consider special awards separately from and annual merit merit allocation that
recognizes.

5.17 Case Studies
What: Case studies *
 are written summaries or syntheses of real-life cases
based upon data and research
 require you to isolate and think through
the key issues involved against both theory
and the larger comparative environment
 identify appropriate strategies for the resolution of the 'case'
 weigh the pros and cons of the remedial options/strategies
 recommend and present a rationale for the best resolution
How: The process of developing a case study:













Define the objective of the case study
Identify the important players within the organization,
the stakeholders or those who have a vested interest in the outcomes
Identify other target groups of the organization,
whether clients or suppliers
State the official mission of the organization studied
State the historical mission of the organization
State the understood mission of the stakeholders in the organization
Scale the importance of stakeholders,
whether in decision-making or effect of consequences
Outline the formal decision-making process
Note informal decision-making processes
Identify the process of production or service delivery
Identify support mechanisms
Identify competitors

What is the organizational context of the profession or of competitors?
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State the major problem
State subsequent problems and implications
State the role of management
State the role of production/service providers
Identify strategic issues
Identify decisions needed to be made
Identify risk factors
Identify historical precedents

Types of Case Studies
Explanatory: Used to do causal investigations.
Exploratory: A case study that is sometimes used as a prelude to further, more in-depth
research. This allows researchers to gather more information before developing their
research questions and hypotheses.
Descriptive: Involves starting with a descriptive theory. The subjects are then observed
and the information gathered is compared to the pre-existing theory.
Intrinsic: A type of case study in which the researcher has a personal interest in the case.
Collective: Involves studying a group of individuals.
Instrumental: Occurs when the individual or group allows researchers to understand
more than what is initially obvious to observers.
Case Study Methods
Prospective: A type of case study in which an individual or group of people is observed in
order to determine outcomes. For example, a group of individuals might be watched over
an extended period of time to observe the progression of a particular disease.
Retrospective: A type of case study that involves looking at historical information. For
example, researchers might start with an outcome, such as a disease, and then backwards
at information about the individuals life to determine risk factors that may have
contributed to the onset of the illness.
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5.18 The Compensation Program
Q. What are the objectives of compensation program and how do these influence on
the reputation of an organization?
Compensation is an integral part of human resource management, which in turn is a vital
component of the management of the enterprise. Compensation work in all it forms
should contribute to the success of the organization and serve the direct participant to the
organization. Compensation work must recognize that the functional areas of human
resource management are interrelated and that, they support the basic strategy, goals and
values of the organization. See the figure below:
Compensation, Human Resource Management and Business.

Business Involves

These operations

Design

Make

Done with these operations

Sell

Provide Services

Financial Resources

Human Resources

Human Resource Management Involves

Benefits

Employment

Training

Organization

Employee Relations

Communication

Compensation

Each area of professional specialist work interrelates with every other

Objectives of Compensation Program
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A sound compensation program should strive to meet the following objectives:
•
•
•
•
•
•
•

Serve all stake holders
Be simple
Identify compensation needs
Group employees properly
Include a process for developing a compensation program
Reflect company culture and values
Be skilled in the art of managing change.

Recommended Process for Developing a Compensation Program
1. Identify needs, problems or opportunities focusing on such method as
•
•
•
•
•

Data analysis
Report issues
Discussions with managers
Discussion with employees
Personnel audits

2. Develop objectives
•
•
•
•

Set specific goals
Consider impact on human resources management program
Schedule
Consider resources available

3. Conceptualize the answer early in the work and at first as a broad sketch,
considering:
•
•
•
•

Company characteristics
Company practices
Company culture
Employee reactions

4. Testing and specific program design, which may involve:
•
•
•
•

Legal, tax , and accounting considerations
“What-if “ gaming and modeling
Comparative analysis with alternative answers
Evaluation against company plans and forecasts
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5. Implementation
6. Evaluating the effectiveness of the program
7. Review
Pay systems profoundly impact organizational success. The way people perform their
work is greatly shaped by how their total reward system is designed, communicated, and
managed.
Effective pay systems are designed as an extension of corporate strategy and culture. They
reinforce an organization's ability to successfully compete in an open market.

5.19 Job Evaluation
Q. What is the purpose of conducting job evaluation and whether all jobs are included
in job evaluation?
Job evaluation is a way of breaking down a job into measurable parts, so each part of a job
can be given a points value. To do this, job evaluation looks at all aspects of the job. Job
evaluation is about the job and not the person doing the job.
Process of systematically determining the relative worth of jobs to create a job structure
for the organization. Depending upon the characteristics and requirements of a job. These
relative values of jobs assist in deciding wage rate and salaries for different jobs.
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Main stages in the job evaluation

Strategic
Objective

HR Plan

Job
Analysis

Job
Evaluatio
n

Reward
structure

Some Major Decisions in Job Evaluation
•
•

Determine overall strategy & objectives determine overall strategy & objectives
To get right people with right skill in the right place to get right people with right
skill in the right place at the right time.

Getting information about job.
•
•

Obtain involvement of relevant stakeholders Obtain involvement of relevant
stakeholders
Evaluate plan’s usefulness Evaluate plan’s usefulness.

Job Evaluation Methods
Job Ranking The different jobs, depending upon their requirements, responsibilities
involved and their importance to the organization ere ranked, graded or placed from top
to bottom.
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Job Classification Jobs are classified or graded in groups or levels of equal skill, difficulty,
responsibility, importance and requirements. Classes or grades are defined to describe a
group of jobs.
Point Method Each job is divided into a number of factors which are further divided into
grades or degrees. Each degree is awarded certain points, these points are totaled and
then they indicate the importance of job.
Factor Comparison This method depends upon four factors.
•
•
•
•

Skill (the experience, training, ability, and education)
Mental or Physical effort (the measurement of the physical or mental exertion
needed for performance)
Responsibility (the extent to which an employer depends on the employee to
perform the job as expected, with emphasis on the importance of job obligation)
Working condition (hazards, dust, smoke, noise, temperature etc)

Comparison of job Evaluation Methods
Advantages

Ranking

Disadvantages
Not very accurate, not useful
Fast, simple, easy to explain, suitable
for large organizations, least
for small organizations, not expensive
used method.

Not useful for large
Can group a wide range of work
organizations, time consuming,
together in one system, simple, more
not involves detailed job
Classification
accurate than ranking method.
analysis.
Compensable factors call out basis for
Can become bureaucratic and
comparison. compensable factors
rule bound
Point
communicate what is valued
Find wages for a job, wages can be
calculated speedily, greater
Factor
consistency in the judgment, size of jib
Comparison
can be measured.

Expensive, time consuming
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5.20 The Compensation Structure
Q. How a new compensation structure should be developed that provide flexibility and
opportunities for employees?
Job Structure and Evaluation System
Creating an effective compensation program requires a thorough understanding of an
organization's jobs – in particular, the relationships between job functions, titles and
families. This lays the foundation for the development and support of a sound pay for
performance system that has accurate and current job information.
Salary Structure
Salary structures provide a framework for organizations to manage employee base
salaries. A salary range within the pay structure typically encompasses a particular
grouping of jobs (e.g., jobs with similar job responsibilities and levels, employee skill sets
and strategic importance to the organization). The pay levels associated with the salary
ranges (i.e., minimum, midpoint and maximums) are developed based upon the
organization's overall compensation strategy and pay positioning.
Pay Equity
Pay equity issues arise from flaws in the compensation process that will continue to
produce issues unless they are "caught" with audits and redesigned. Compensation
process flaws can impact employee morale and motivation because of a lack of trust in the
pay system, and impact the bottom-line because of compensation cost creep versus
competitors.
Internal Equity
The internal equity method undertakes the job position in the organizational hierarchy.
The process aims at balancing the compensation provided to a job profile in comparison
to the compensation provided to its senior and junior level in the hierarchy. The fairness
is ensured using job ranking, job classification, level of management, level of status and
factor comparison.
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External Equity
Organizations set the compensation packages of their employees aligned with the
prevailing compensation packages in the market. This entails for fair treatment to the
employees. At times organizations offer higher compensation packages to attract and
retain the best talent in their organizations.

119

After determining internal equity relationships among jobs, and Identifying competitive
pay practices in the market place, the next order of business is the design of a pay
structure.
The Architects of the Pay Structure Must:
Establish a pay policy line.
•
•
•

Design pay grades using pay grade minimum and maximum and desired spreads of
the range.
Determine overlap between pay grades.
Determine if the organization needs more than one pay structure and why

Decisions that provide guidelines for the compensation manager to follow in developing a
pay structure are made at the highest levels of the organization.
These policy decision include
•
•
•
•

Minimum and maximum levels of pay.
The general relationship among pay levels.
Whether or not the pay structure should lead or lag or lag\lead the market.
The division of the total compensation dollar.

5.21 Rewards
Q. Define reward and its types.
People join organizations expecting rewards. Firms distribute money and other benefits in
exchange for the employee’s availability, competencies and behaviors.
Types of Rewards
1. Membership and seniority-based rewards:
Benefits an employee receives depend on firm which he or she joins. An MBA
taking up a job in Wipro or Infosys gets more benefits than the boy or girls who
joins a state government undertaking. In the same firm, a senior employee receives
more benefits than his or her junior employee. Advancement, pay raises,
retirement benefits and perquisites depend on seniority of an employee.
2. Job Status-based Rewards:
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Every firm rewards employees for the status of the jobs they are holding. Firms use
job evaluation system, which helps establish differentials in status of jobs. Status
differentials are used as the basis for establishing salary/wages differentials. Jobs
that require more skill and effort have more responsibility and have difficulty
working conditions would have more value and consequently would be place in
higher pay grades. Firms that do not use job evaluation system still reward job
status based on pay survey information about the labor market. A supervisor will
receive higher rewards than a purchasing assistant as the job of the former enjoys
better status than a letter. It has move value to the organization (calculated by the
job evaluation system or pay survey) and therefore employees in that job receive
more status-based rewards in the organization. High status jobholders are also
rewarded with more perquisites

5.22 Frustration and Conflict
Q. Does all frustration lead automatically to aggression, and can all aggression and
conflict be traced to some catalytic frustration?
Conflict means disagreement, clash, difference of opinion and variance.
Conflict can occur at the individual, interpersonal, group and organizational levels.
Conflicts create difficulties in management and the working of organizations and groups.
Types of Conflict
•
•
•

Task Conflict: Conflicts over content and goals of the work
Relationship Conflict: Conflict based on interpersonal relationships
Process Conflict: Conflict over how work gets done

Conflict due to frustration
Frustration occurs when a motivated drive is blocked before a person reaches a desired
goal. The barrier may be either overt (outward or physical) or covert (inward or mentalsocio-psychological). A smooth progression of the need-drive- incentive motivational
cycle and fulfillment of one’s expectations do not always occur in reality. There are some
difficulties and barriers that do not let a person achieve his goals and so they cause in
frustration.
Example
An example of frustrating situation might be that of a person who comes against a stuck
door which prevents him from reaching a water fountain. The reaction of the person is
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called his defense-mechanism. The reactions in a frustrating situation can be categorized
into four groups; aggression, withdrawal, fixation, and compromise.
The person will have one of the above four mechanisms like;

Need
Deficiency

Drive
Deficiency with
barrier

Goal
Incentive

Barrier
•
•

Overt
Covert

Frustration

Defense Mechanisms
•
•
•
•

Aggression (kicks and curses the door)
Withdrawal (back away from the door)
Fixation (continue to try to open the door)
Compromise (drinks some coffee in the room or tries to come out)

Conflict due to Frustration
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Role Conflict
A person has many roles to play in a society and the personality of a person has many
faces and roles. For example a person at the same time has many roles like a father, a
brother, a son, a husband, a worker and a friend. Every of the roles of the person has
expectations and sometimes there arises a conflict among the expectations of these roles
and the person faces real pressure and depression in decision making.
Example; in a company a person was working as a labor and now as a supervisor to check
and control the working of working of the other workers and to report to the top
management. The person observes that one of his closest friends and coworker is not
performing the job. The supervisor has two roles to play, as the supervisor to report and
his longtime friend may be fired and the second role as a friend and he has to protect his
friend by not reporting. Now the person faces role conflict.
Strategies to Resolve Conflict
Some other strategies for resolving conflicts are like the win-win approach but it is better
to understand the other two also.
Lose-Lose
In this lose-lose approach to conflict both the parties lose. This approach can take several
forms. One very common approach is to compromise or take the middle ground in a
dispute. A second form can be to pay off one of the parties in the conflict. These payments
can take the form of bribes. A third approach can be to use an outside party or arbitrator
to settle the dispute. A fourth approach can be to resolve the conflicts through the existing
rules and law. It can sometime resolve the conflicts but the results are not always as
desirable as win-lose and especially win-win approach.
Win-Lose
A win-lose strategy is a very common way of resolving conflicts in the American and many
other societies. In this situation one party marshals its forces to win and the other party loses.
Some characteristics of this approach are;

a. There is a clear “we-they” distinction between the parties.
b. The parties direct there struggles and forces towards each other in a victory-defeat
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atmosphere.
c. The parties see the issue from their own point of view.
d, The emphasis is on the solution rather than on the values, goals and objectives.
e. Conflicts are personalized and judgmental.
f. There is no planned sequence of activities.
g. The parties take a short-run view of the issues.
Win-Win
It is the most desirable way of resolving conflicts. In this situation, the energies and
struggles are directed to solve the problem rather than beating the other party. The
outcomes of this approach are so that both the parties are happy and results have benefits
for both the parties. Although this is the difficult most strategy to solve the problems but
this should be goal of the managers to resolve interpersonal conflicts.

5.23 Job Satisfaction
Q. Do employees understand what is expected from them and whether they have
resources to successfully complete the job?
"Job satisfaction is defined as "the extent to which people like (satisfaction) or dislike
(dissatisfaction) their jobs" (Spector, 1997, p. 2). This definition suggests job satisfaction
is a general or global affective reaction that individuals hold about their job. While
researchers and practitioners most often measure global job satisfaction, there is also
interest in measuring different "facets" or "dimensions" of satisfaction. Examination of
these facet conditions is often useful for a more careful examination of employee
satisfaction with critical job factors. Traditional job satisfaction facets include: co-workers,
pay, job conditions, supervision, nature of the work and benefits." (Williams).
Identify Your Satisfaction Triggers
There are three basic approaches to work: is it
•
•

A job,
A career, or
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•

A passion

Depending on which type of work you are in right now, the things that give you
satisfaction will vary.


If you work at a JOB, the compensation aspects of the position will probably hold
more appeal than anything else, and have the greatest impact on whether you stay
or go.



If you work at a CAREER, you are looking for promotions and career development
opportunities. Your overall satisfaction is typically linked with your status, power,
or position.



If you work at a PASSION, the work itself is the factor that determines your
satisfaction, regardless of money, prestige, or control.

Inevitably, these are generalizations, and you will probably find that you get satisfaction
from more than one approach to work. Being aware of the type of work you are doing, and
the things you need for job satisfaction, will help you to identify and adjust your
satisfaction expectations accordingly.
Building Job Satisfaction
Once you have identified the blend of status, power, or intrinsic enjoyment that need to be
present in your work for you to feel satisfied, you then need to work on some of our seven
'ingredients' for a satisfying job. These ingredients are:


Self-awareness.



Challenge.



Variety.



Positive attitude.



Knowing your options.



Balanced lifestyle.



A sense of purpose
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Self-Awareness
The first step in the search for job satisfaction is to know yourself. If you're to be happy
and successful, you need to understand your strengths and weaknesses. This will help you
identify what types of profession will allow you to build on those strengths, and minimize
those weaknesses. A useful framework for conducting this type of analysis is a Personal
SWOT analysis.
Another important component of self-awareness is to have a good understanding of your
personality traits and your preferred style of working. It will also help you to understand
what you value and what motivates you in your career, (and also what you do not value,
and what de-motivates you).
Challenge
Some days you may deny it, but we all thrive on interesting challenges. Does this mean
your job has to be the head of engineering at NASA? No, different things challenge
different people at different times. You just need to figure out what you can do to make
sure you don’t allow yourself to go stale at work.
Even if the job itself is not all that challenging, you can make it challenging. Some great
ideas here include:


Set performance standards for yourself – aim to beat your previous record, or set
up a friendly competition among co-workers.



Teach others your skills – nothing is more challenging, or rewarding, than passing
your skills and knowledge on to others.



Ask for new responsibilities – these will give you opportunities to stretch yourself.



Start or take on a project that uses skills you would like to use, or want to improve.



Commit to professional development – take courses, read books or trade
magazines and attend seminars. However you do it, keep your skills fresh and
current.

Variety
Closely related to the need for challenge is the need to minimize boredom. Boredom is a
common culprit when it comes to job dissatisfaction. When your mind is bored you lack
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interest and enthusiasm and even a well-matched job becomes dissatisfying. Some
common methods to alleviate boredom at work include:


Cross train and learn new skills.



Ask to be moved to a new assignment or department requiring the same skills.



Ask to work a different shift.



Volunteer to take on new tasks.



Get involved with committee work.



Go on an extended leave, or take a sabbatical.

Positive Attitude
Attitude plays a huge role in how you perceive your job and your life in general. If you are
depressed, angry or frustrated, you're much less likely to be satisfied with anything.
Making a change to a positive attitude is a complex process that requires a lot of work and
a strong commitment. However, over time, you can turn your internal dialogues around
and start to see most events in your life as positive and worthwhile. Here are some tips:


Stop negative thoughts from entering your brain.



Reframe your thoughts to the positive.



Put the events of the day in the correct context.



Don't dwell on setbacks.



Commit to viewing obstacles as challenges.



Accept that mistakes are simply opportunities to learn.



Become an optimist.

Know Your Options
When you feel trapped, you can start to get anxious. At first you wonder what else is out
there for you. This progresses to the point where you become convinced that anything
other than the job you're doing has got to be more satisfying. To combat this, continuously
scan your environment for opportunities. When you feel you have options, you have more
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control. When you make a positive choice to stay with a job, that job has much more
appeal than if you feel forced to stay because you feel you have no alternative.


Keep a list of your accomplishments.



Update your resume on a regular basis.



Keep up to date on employment trends.



Research other jobs that interest you.



Adopt an 'I’m keeping my options open' approach.

Maintain a Balanced Lifestyle
You'll have heard many times that you need to keep your life and work in balance. When
you focus too much on one at the expense of the other you risk putting your whole system
in distress. When work takes over your life, it is easy to resent it and lose your sense of
perspective: Suddenly everything about your life is clouded with negativity.
Find a Sense of Purpose
Last, but certainly not least (for many people) is the need to find a sense of purpose in the
things you do. Even if you have a boring job, it helps a lot if you can see the real benefit
you're providing for people.
Even the most mundane job usually has purpose if you dig deep enough. And if it doesn't,
should you be wasting your life doing it?

5.24 Informal Group
Q. How the group efficacy initially be developed in
informal groups?
There are many possible ways of defining what a group
means. The essential feature of a group is that its members
regard themselves as belonging to the group. A group
consists of a number of people who have
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• A common objective or task
• An awareness of group identity and ‘boundary’
• A minimum set of agreed values and norms which regulates their relatively exclusive
mutual interaction.
Another useful definition defines the group in psychological terms as: any number of
people who
1) Interact with one another
2) Are psychologically aware of one another
3) Perceive themselves to be a group.
Groups can be broadly categorize into two types
•
•

Formal group
Informal group

Formal Group
Formal groups are created to achieve specific organizational objectives and are concerned
with the co-ordination of work activities. Formal groups tend to be relatively permanent
although there may be changes in actual membership. However, temporary formal groups
may also be created by management for example, the use of project teams in a matrix
organization
Informal Group
Within the formal structure of the organization there will always be an informal structure.
The formal structure of the organization and system of role relationship, rule and
procedures, will be augmented by interpretation and development at the informal level.
Informal groups are based more on personal relationships and agreement of groups
members than on defined role relationships. They serve to satisfy psychological and social
needs not related necessarily to the tasks to be undertaken. Groups may devise ways of
attempting to satisfy members’ affiliations and other social motivations which are lacing
in the work situation, especially in industrial organizations. The figure below
differentiates between formal and informal group structure.
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The membership of informal groups can
cut
across the formal structure. They may comprise individuals form different parts of the
organizations and/or from different levels of the organization both vertically and
diagonally as well as same horizontal level. An informal group could also be the same as
the formal group, or it might comprise part only of the formal group.
The member of informal group may appoint their own leader who exercises authority by
the consent of the members themselves. The informal leader may be chosen as the person
who reflects the attitudes and values of the members helps to resolve conflict leads the
groups in satisfying its goals or liaises with management or other people outside the
groups. The informal leader may often change according to the particular situation facing
the groups. Although not usually the case, it is possible for the informal leader to be the
same person as the formal leader appointed officially by management.

Groups, there fore, help shape the work pattern of organizations and the attitudes and
behavior of members of their jobs. The formation and operation of work groups, and the
behavior of their members has an important significance for the manager. Likert, for
example, has developed a theory of organization based on work groups. In his discussion
of group processes and organizational performance he concludes that: ‘Group forces are
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important not only in influencing the behavior of individual work groups with regard to
productivity, waste, absence and the like, they also affect the behavior of entire
organizations.’

5.25 Leadership Perceptions
Q. What the world’s greatest managers do differently? And how organizations drive
growth by unleashing human potential?
Leadership is the buzzword for the current generation of business owners – and every HR
department in the country is primed to be on the look out for individuals capable of
demonstrating powerful leadership skills to steer a business to commercial success.
However, before a company goes about recruiting staff who can exhibit strong leadership
skills, it is important to define what constitutes leadership and, also, what are the core
skills and
attributes that go towards making a real leader?
Definition of leadership
“The quality of leadership, more than any other single factor, determines the success or
failure of an organization”Fred Fiedler & Martin Chemers: Improving Leadership
Effectiveness
“Leadership is all about people. It is not about organizations. It is not about plans. It is
not about strategies. It is all about people motivating people to get the job done. You have
to be people centered” Colin Powell (the first black Secretary of State in US history)
The above two quotes are representative of a myriad of purported defining statements
which pinpoint what we mean by leadership. Joe Adams who runs seminars themed
around the use of psychometric profiling to identify future business leaders and is a
branch chairman of ACE (Academy for Chief Executives) and Director of EAGB (Executive
Association of GB), defines leaders by two key characteristics: “firstly they are going
somewhere and secondly, they are able to persuade other people to accompany them on
the journey”.
Leadership Qualities
Although the above concept of leadership is clearly useful, senior HR professionals still
need to know more. Essentially they need to identify exactly what qualities inspire
confidence.
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A study from a group of International chief executives examined the key components of
employee satisfaction and found that trust and confidence in top leadership was the single
most reliable predictor of employee satisfaction. When asked how trust and confidence
had been gained, it was discovered that effective communication was deemed to be the
key factor responsible. Joe Adams goes on to define additional defining factors which
enable an individual to demonstrate sound leadership skills as follows:
Empower people
It’s not just about effective communication. The art of good leadership also entails a
willingness by leaders to replace themselves by empowering people to lead directly.
Lecture less / listen more
Good leaders lecture less and listen more because they understand that, by being able to
talk and contribute their own ideas; staff will have deeper insight, be more motivated and
take real ownership of tasks. Further, good leaders will keep their people informed and
ensure that all tasks are understood, supervised and accomplished. The best leaders will
invest time in getting to know their people and will actively create conditions where
people can share information and interact with others. The leader’s role is to help the
team understand the overall goals to be achieved and to communicate his / her vision as
to how to hit those objectives.
Be Consistent
Inconsistency is not an option for an effective leader and is in fact the fastest route to
losing the respect of your workforce. Making sound and timely decisions comes with the
territory but so too does taking responsibility and, when things go wrong, not blaming
others. Consequently, a good leader should always demonstrate a willingness to accept
the need to ‘know ones self’ and to adopt a positive attitude to ongoing self-improvement.
Do, don’t just tell
“Lead by example and others will follow” is a phrase often used but it is a critical quality
for any respected leader.
Identifying leaders
A recent influential survey reveals that 85% of senior management cites staff as a
business’s most valuable asset. The survey - conducted by HR solutions business
Success Dynamics - questioned CEOs, Managing Directors and Company owners on their
existing views regarding “People Power” within the organization. In an economic climate
where HR directors are keen to maximize their investment in human capital and refrain
from incurring hefty recruitment costs unnecessarily, finding leaders is just one element
of the challenge. The other fundamental requirement is learning how to keep them. This
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will be especially relevant during the so called credit crunch when businesses simply
cannot afford to lose their key players or expend valuable management time seeking out
replacements.
If staff in general represent a business’s most valuable asset, think then how much
importance can be attributed to those members of the workforce that demonstrate strong
leadership skills. But whether you are looking to appoint or simply retain leaders – what
is the most effective strategy to adopt?
The answer to both lies in improving the company’s understanding of people and
improving the way they work together, and one means to achieve this is by the
implementation of psychometric profiling tools. The survey mentioned above highlights
the growing interest in psychometric profiling to enhance a company’s recruitment
process, with as many as 71% of respondents agreeing that their current recruitment
practice could benefit from the use of this type of management tool.
Improved insight into both individual and team personality traits will enable a company
to realize the true potential of existing staff and to nurture those demonstrating real
leadership potential - as well as recognizing the desired traits for future recruits to ensure
the company’s continued success in identifying emerging talent. Just as important is the
need to ensure that true leaders are given the opportunities to fulfill their potential by
being placed in the right team environment to flex their leadership
muscles. Psychometric profiling can often reveal personality traits that management
observation alone may miss due to environmental, team or opportunity factors.
Joe Adams concludes “Leadership is not confined to the work place, which confirms that
ultimately, leadership is about understanding people and recognizing how to win the
respect and trust of colleagues to encourage them to share the journey with you. Given
this is the case, it makes absolute sense for HR Directors to invest in an enhanced
understanding of his / her people (both existing and new recruits) and the way in which
they work together if true leaders are to be identified and then given the opportunity to
work their magic on the organization”.

5.26 Job Description
Q. What are the discrete outcomes of the job for which the person appointed will be
held accountable and evaluated on?
Q. What behaviors, skills, knowledge and experience are the most important to the
program in achieving the key results and outcomes?
Job descriptions are written statements that describe the:
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Duties,
Responsibilities,
Most important contributions and outcomes needed from a position,
Required qualifications of candidates, and
Reporting relationship and coworkers of a particular job.

Job descriptions are based on objective information obtained through job analysis, an
understanding of the competencies and skills required to accomplish needed tasks, and
the needs of the organization to produce work.
Job descriptions clearly identify and spell out the responsibilities of a specific job. Job
descriptions also include information about working conditions, tools, equipment used,
knowledge and skills needed, and relationships with other positions.
The best job descriptions are living, breathing documents that are updated as
responsibilities change.
The best job descriptions do not limit employees, but rather, cause them to stretch their
experience, grow their skills, and develop their ability to contribute within their
organization.
Why is a job description important?
A job description has four main uses:
Organization - it defines where the job is positioned in the organization structure. Who
reports to whom?
Recruitment - it provides essential information to potential recruits (and the recruiting
team) so that they can determine the right kind of person to do the job (see person
specification)
Legal - the job description forms an important part of the legally-binding contract of
employment
Appraisal of performance - individual objectives can be set based on the job description
Contents of Job Description
Following is a quick look at the categories that make up a well-written job description:


Title of the position
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Department



Reports to (to whom the person directly reports)



Overall responsibility



Key areas of responsibility



Consults with (those who the person works with on a regular basis)



Term of employment



Qualifications (necessary skills and experience required)

Tips:


Don’t rely solely on a job’s history as you’re putting together a job description for
today. Focus instead on what the job needs to be in light of the organization’s
current needs and long-term objectives.



A task is what the person in the job will actually do. Qualifications are the skills,
attributes, or credentials a person needs to perform each task. Clarify the actual
tasks and responsibilities before you start thinking about what special attributes
will be needed by the person who will be fulfilling those responsibilities.



A well-written job description consists of more than a laundry list of the tasks and
responsibilities that the job entails. It reflects a sense of priorities.



Credentials (such as degrees and licenses) are absolute necessities in some jobs.
The thing you want to make sure of, however, is that whatever credentials you
establish have a direct bearing on the candidate’s ability to become a top
performer.



The job you describe must be truly doable. When you’re lumping several tasks into
the same job description, make sure that you’re not creating a job that very few
people could fill.



Use specific language. For example:
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Too General

Specific

Computer literate

Proficient with Microsoft Word, Excel, QuickBooks

Good communication
skills

Ability to communicate technical information to
nontechnical audiences

Handles administrative
chores

Receives, sorts, and files monthly personnel action reports

Warning! A job description is generally regarded as a legal document. Any references to
race, color, religion, age, sex, national origin or nationality, or physical or mental disability
is illegal.

5.27 H.R Management
Q. Define HR Management.
Human Resource Management (HRM) is the function within an organization that focuses
on recruitment of, management of, and providing direction for the people who work in the
organization. Human Resource Management can also be performed by line managers.
Human Resource Management is the organizational function that deals with issues related
to people such as compensation, hiring, performance management, organization
development, safety, wellness, benefits, employee motivation, communication,
administration, and training.
Human Resource Management is also a strategic and comprehensive approach to
managing people and the workplace culture and environment. Effective HRM enables
employees to contribute effectively and productively
to the overall company direction and the
accomplishment of the organization's goals and
objectives.
Human Resource Management is moving away from
traditional personnel, administration, and
transactional roles, which are increasingly
outsourced. HRM is now expected to add value to the
strategic utilization of employees and that employee
programs impact the business in measurable ways.
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The new role of HRM involves strategic direction and HRM metrics and measurements to
demonstrate value.

5.28 Ergonomics
Q. What is Ergonomics?
Employees in offices who work as computer programmers, accounting clerks,
accountants, office maintaining people , assemblers in production department of
electronic industry normally suffer from back-pain , joint pains, sodalities etc. Employees
in the chemical industry and cement industry suffer from lung disease and other
occupational diseases. Thus, several problems are caused due to mismatch between the
employees sitting posture, standing posture, physical moments at the work place and the
requirements at the work place. These are mostly due to non-suitability of furniture
design, space utilization, and physical work environment at the place with the
requirements of the operations at the work place.
Companies started studying their furniture, their work environment and space utilization
the purpose is to provide these facilities as per the requirements of the operations and
employee's physical comfort and convenience while carrying out the operations.
Meaning: Ergonomics refers to matching the work environment to the employee's body
moments and conveniences. The purpose of ergonomics is to save human resources,
protect employee's health and maximize productivity.
Advantages:
i)

Reduction in employee health problems like back pain, joint pains and
lung diseases.

ii)

Increase in productivity due to efficient utilization of human resources.

iii)

Reduction in absenteeism.

iv)

Reduction in error rates, break-downs and spoilage

v)

Saving on time and human resources.

vi)

More open communication, social interaction and open consultations
among employees due to open-space concept.
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vii)

Minimizing in status reduction which increase upward communication.

viii)

Increase in inclination among employees at the work place rather than
around.

ix)

Improves levels of employee job satisfaction.

5.29 Communication

Q. How Can Effective Communication Increase Productivity As an HRM?
Communication is what makes the world spin. It's how information is shared, news is
spread and lives kept safe. Effective communication has an incredible impact on the
productivity of Human Resource Management (HRM) because without it there are
frustrated employees, confusion in the workplace and unhappy customers in the end.
From hiring and firing to developing and enforcing company policy, communication is
what a good HRM department is built.
Facts
o

Effective communication in HRM provides clear and comprehensible
direction and information. Most people just want to know why something is
happening or why he is being required to follow a policy. When effective
communication is in place, employees receive accurate, timely information
making them feel appreciated and respected.

o

The primary function of effective communication in HRM is to empower the
employees. With the proper information, a rewards system and effective
policies in place, employees feel empowered and motivated to do their jobs
to the best of their ability. Communication keeps everyone in the know and
dispels any wrong information or confusion.

Function

Significance
o

Effective communication in HRM is significant because without it
productivity will decrease and leave the company or organization in chaos.
When there is a lack of effective communication from HRM people will lead
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themselves. When this happens there isn't one vision, but multiple ideas
and plans that don't work together to reach the same goal.
Effects
o

The effects of good communication in HRM are a healthy and thriving
corporate culture. Corporate culture is the intangible norms that make a
particular group unique to itself. The more effective the communication, the
more respected and honored employees feel. This leads to a positive culture
which motivates people to work harder and look forward to coming to
work.

Misconceptions
o

Many people think communication is limited to what is said, but HRM
makes a deeper impact by what is not said. This is called nonverbal
communication. It's the way HRM treats the employees, the time they give
or don't give and the rewards or lack of celebration they provide. Nonverbal
communication sends a greater message than verbal communication.

5.30 Organizational Norms
Q. Why is culture so important to an organization, what influence does it have on an
organization? How does one go about building, influencing or changing an
organization's culture?
Norm
Acceptable standards of behavior within an organization that are shared by the group’s
members or Norms can be defined as attitudes and behaviors common to members of a
particular group, or what they believe is “normal”.
For example, most cultures require that people wear clothes. Some even have laws to
enforce this dictum: in many western countries, a naked person in public will be
arrested with a charge of “indecent exposure”.
We have norms about how we speak. How you address your grandmother is probably
different to how you talk with your spouse, and this is also different to how you speak
to your boss, or your children. Your choice of words, your tone, and your body
language are all norm-based.
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Nearly everything in human society is governed by norms of some kind. This is why
it feels so strange to go to a very different culture, where their norms are so different
to what we are used to – but it is normal to them. As groups, organizations have their own
norms. When you move from one job to another, whether between companies, or even
within the same organization, part of learning your new role is not just understanding the
tasks you must perform, but also the unwritten rules – the norms – associated with that
task.
You will be assimilated!
People talk about conformity like it’s a bad thing. Yet imagine if there was no
conformity, and we disagreed on what product to manufacture, its color, which way
to distribute it, or even on the cost. We need a certain amount of agreement to get
things done: we have to conform in some way.
However, conformity is not good when it causes problems. Here’s a practical
example. The management of a large organization noticed that many of their specialist
employees were resigning. They paid consultants to prepare a report based on the exit
interviews of the employees who left over a six-month period. The report clearly
found that the main reason employees were leaving was that they thought their
managers were incompetent. The report recommended that managers be properly
trained in people skills, and the findings were presented to the upper management
board. The managing director immediately dismissed the report with a wave of his hand.
“The number of employees leaving is not very many,” he said. “Management training
is far too expensive. Anyway, our managers are smart; if they are any good, they
should be able to figure it out for themselves. What do these consultants know? They
don’t work here. This is not an important issue.” The rest of the management group
were quick to agree, and moved on to the next item on the agenda.
What happened here? One of the norms in this organization is: “Agree with the boss,
no matter what”. Many people in organizations fear a reprisal if they oppose powerful
points of view. Another of the norms here is: “Don’t admit shortcomings.” If the
report is accurate, then it also implies that the management board is no good. Yet the
board is not willing to correct the situation; they deny it even exists.
Here we have a situation known as groupthink: where the group prefers a state of
harmony rather than properly evaluate situations. These groups also tend to be
overconfident in their own abilities. Groupthink can cause a lot of problems: in this
case, the organization is losing a lot of money by paying the consultants for nothing,
losing good employees to the competition, and allowing disruptive problems to
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continue.
So conformity is not good if it is followed in order to please others or avoid conflict,
but it is needed to a certain degree to get work done. Norms, which provide a certain
amount of conformity, not only show what is acceptable behavior within a group,
but give a sense of shared values.
The norms and values of any organization define its culture. Norms are the attitudes
and behaviors of the members of that organization, and the values are what are
important to those members. Norms give a sense of shared values, but values can also
create their own norms.

5.31 Personal effectiveness

Q. Do you think you are a productive person? If yes, then how you have increased your
productivity level? If not, then what measures can be taken to get productive and
effective person?
Everyone wants personal effectiveness but what does it mean? It must be something
different from simply achieving our goals because we could do so in a
very wasteful, overly time consuming or sloppy way. We could define it
as making best use of our time and all other personal resources at our
disposal. This means achieving our goals efficiently. It's like investment,
getting the best possible return.
Personally effective people are thus more than just people who get what
they want. They really have two qualities: They make good use of their
resources and they are skilled at achieving their goals. Whether you want to be a
successful sales person or good in sports, being effective means a combination of
efficiency and skilled execution.
People are personally effective in different ways because everyone has different goals,
values and priorities. Skilled communicators, for example, can be effective in numerous
ways depending on what they want to achieve. Those who want to entertain people have a
good sense of humor. If they want to wow large audiences, they must have excellent
presentation skills. Similarly, a coach needs to communicate sensitively and be a good
listener.
What does personal effectiveness mean to you?
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Which of these goals mean something to you?
 Getting my work done to high quality standards
 Taking care of my family and making them happy
 Career advancement
 Influencing people
 Making and keeping new friends
 Earning a lot of money
 Earning the respect of my colleagues
 Becoming an expert in my field
 Or something else
People who are personally effective make good use of their skills. They don't squander
them. They use them to achieve their goals and do so in a way that is efficient and cost
effective.
How can you become more personally effective? Start by clarifying your goals, values and
priorities. What is it that you want to achieve, in the short term at least, if you aren't sure
about the longer term? What skills do you need to acquire in order to achieve your goals?
Then: what is the most efficient, easiest way you can get what you want? That is, how can
you apply your skills? How can you invest your time and effort to get the best return on all
your efforts and talents?
Personal effectiveness and self-confidence
It is hard to be effective if we aren't confident. Our confidence grows when we play to our
strengths and have a confident attitude. Confidence isn't based on the way we are or what
happens to us as much as you would think. It's just that we tend to blame circumstances
for our failings so we don't see that it's all between the ears. That is, it's not how we are
but how we see ourselves that counts.
To build and maintain strong self-confidence, it's important to say positive things to
yourself. Whenever you catch yourself strongly criticizing yourself, stop and say some
positive things, like recalling your good qualities, things you have achieved or things you
have done for others. Also, watch who you compare yourself to. It's good to have role
models but there's no use beating yourself if you can't be like your favorite rock star or
movie star. Pick realistic role models and don't forget to compare yourself with people
who aren't doing as well as you. Even if you haven't achieved much in your life, try to do
nice things for others. That makes you a better person and is something to be proud of.
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5.32 International Performance Appraisal
Q. How does international performance appraisal differ from the appraisal of
national firms? What problems are encounter to managers while conducting
international performance appraisal?
International Human Resource Management IHRM is a rapidly expanding sub-field within
the academic study of human resource management . Its focus is the management of
employees in multinational corporations and traditionally was concerned primarily with
the issue of expatriation; that is, the management of parent-country nationals who were
sent to work in overseas subsidiaries. However, in recent years, the scope of IHRM has
expanded considerably and researchers consider all aspects of HRM within large,
international companies, including international recruitment and selection, international
reward, training and development programmes, and systems of performance
management.
Host Country National (HCN)
A host-country national (HCN) is an employee who is a citizen of a country in which an
organization's branch or plant is located, but the organization is headquartered in another
country. An impediment to hiring HCNs is that such employees may not understand the
parent company’s culture. To deal with this issue, companies may base hiring decisions on
certain criteria that serve to increase identification with the company and its values.
Parent Country Nationals (PCN)
A parent-country national is a person working in a country other than their country of
origin. Such a person is also referred to as an expatriate.
Performance Appraisal
A performance appraisal, employee appraisal, performance review, or
(Career) development discussion is a method by which the job performance of an
employee is evaluated (generally in terms of quality, quantity, cost, and time) typically by
the corresponding manager or supervisor.
A performance appraisal is a part of guiding and managing career development. It is the
process of obtaining, analyzing, and recording information about the relative worth of an
employee to the organization. Performance appraisal is an analysis of an employee's
recent successes and failures, personal strengths and weaknesses, and suitability for
promotion or further training. It is also the judgment of an employee's performance in a
job based on considerations other than productivity alone.
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Performance Appraisal in International Context
Multinational Performance Management
While its general strategic position may be international, multinational, global or
transnational, a multinational makes strategic choices based on economic and political
imperatives. Within this context, as indicated in figure, the multinational has specific
expectations for each of its foreign subsidiaries, in terms of market performance and
contribution to total profits and competitiveness. When evaluating subsidiary
performance against these expectations, however, it is important to recognize various
constraints that may affect goal attainment. These include the following.
Various Constraints
Whole Versus part:
The balance sheet of this particular subsidiary might be continually in the red, but this
strategy, by tying up the competitors resources, may allow higher returns in another
market.
Non-comparable data:
Frequently, the data obtained from subsidiaries may be neither interpretable not reliable,
as the following examples illustrate
Example1: Sales in Brazil may be skyrocketing, but there are reports that the Brazilian
government may impose tough new exchange controls within a year, thus making it
impossible for the multinational to repatriate profits. Does this mean that the MNE is
performing effectively? Is the subsidiary performing effectively?
Example2: Sales in Peru may be booming, but headquarters management was unaware
that under Peruvian accounting rules, sales on consignment are counted as firm sales.
How should the headquarters accounting system handle these sales relative to sales from
other subsidiaries, with do not consider sales on consignments as firm sales? Physical
measures of performance may be easier to interpret than in these examples, but
difficulties may still arise.
Volatility of global environment:
The turbulence of the global environment requires that long-term goals be flexible in
order to respond to potential market contingencies. According to Pucik, an inflexible
approach may mean that subsidiaries could be pursuing strategies that no longer fit the
new environment.
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Separation by time and distance:
Judgments concerning the congruence between the multinational and local subsidiary
activities are further complicated by the physical distance involved, time-zone difference,
and the frequency of contract between the corporate head-office staff and subsidiary
management and the cost of the reporting system.

Performance Appraisal of HCN Employees

Parent Company
(Role Sender)

Communicates Role Conception

Cultural Boundary

HCN Manager
(Role Recipient)

Host Country
Stakeholders
(Role Senders)

HCN Manager’s Role
Behavior

The HCN manager is expected to perform a role that is conceptualized by a
psychologically and physically distant parent company. Parent Company role conception
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is communicated to HCN but it crosses the cultural boundary, as does the feedback
expressed as the HCN role behavior as shown by the solid arrows in the figure. Input from
host country role senders though does not cross a cultural boundary. Conflict may arise in
cases where HCN’s report to a PCN expatriate manager who also conducts their
performance appraisal. As local managers appraising the performance of expatriates in
terms cultural bias. It may be not culturally sensitive to use appraisal techniques such as
360-degree feedback. As in relation to performance appraisal generally, it seems that the
process remains problematic, irrespective of cultural impacts.

Performance Appraisal of PCN Employees

Communicates Role Conception
Multinational

PCN Manager

(Role Sender)

(Role Recipient)

Cultural Boundary

Host Country
Stakeholder

PCN Manager’s Role
Behavior

(Role Senders)

From the perspective of headquarters, commitment to the parent is perceived as
important, given the part that the PCN plays in transferring know-how and the company
way of doing things’ into the subsidiary. This helps to explain the preference for using
headquarters’ standards in expatriate performance appraisal as a control mechanism.
Because of the importance given to the parent as a role sender in performance appraisal, a
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PCN may elect to ignore role communication sent from the host country stakeholders if he
or she considers that the performance appraisal is determined by how role behavior
conforms to headquarters’ expectations, after all, the expatriate career is with the parent,
not the host subsidiary. Role conflict was found to affect commitment to the parent
company, but was unrelated to commitment to the host company.

5.33 Conducting the Performance Evaluation
Q. Do you think there is a positive correlation between efforts put in by employees
and their satisfaction? How the performance of the employee can be best evaluated?
Employers who routinely review employee performance and conduct regular employee
evaluations reap tremendous benefits:


Your employees will know what you expect of them. They will receive feedback,
praise, and criticism of their work, and will have notice of any shortfalls in their
performance or conduct.



You can recognize and reward good employees and identify and coach workers
who are having trouble.



The communication required to make the evaluation process effective ensures that
you will stay in tune with the needs and concerns of your workforce.

The evaluation process also nips a lot of employment problems in the bud. Performance
evaluations can keep you out of legal trouble by helping you track and document your
employees' problems. If you ever need to fire or discipline a worker, you will have written
proof that you gave the employee notice and a chance to correct the problem, which will
go a long way towards convincing a jury or judge that you acted fairly.
Create Standards and Goals
Before you can accurately evaluate employee performance, you need to establish a system
to measure that performance. For each employee, you need to come up with performance
standards and goals.
Performance Standards. Performance standards describe what you want workers in a
particular job to accomplish and how you want the job done. These standards apply
across the board, to every employee who holds the same position. For example, a standard
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for a salesperson might be to make $50,000 in sales per quarter. Make sure your
standards are achievable and directly related to the employee's job.
Goals. Unlike performance standards, goals should be tailored to each employee; they will
depend on the individual worker's strengths and weaknesses. For example, a goal for a
graphic artist might be learning a new software program that will make his or her work
more efficient; for an accounting professional, a goal might be to take the exam to become
a certified public accountant. Your workers can help you figure out what reasonable goals
should be.
Once you have defined the standards and goals for each position and worker, write them
down and hand them out to your employees. This will let your employees know what you
expect and what they will have to achieve during the year to receive a positive evaluation.
Keep Track of Employee Performance
Throughout the year, track the performance of each employee. Keep a log for each worker,
either on your computer or on paper. Note memorable incidents or projects involving that
worker, whether good or bad. For example, you might note that a worker was absent
without calling in, worked overtime to complete an important project, or participated in a
community outreach program on behalf of the company.
If an employee does an especially wonderful job on a project or really fouls something up,
consider giving immediate feedback. Orally or in writing, let the employee know that you
noticed and appreciate the extra effort -- or that you are concerned about the employee's
performance. If you choose to give this kind of feedback orally, make a written note of the
conversation for the employee's personnel file. It is also a good idea to have a policy on
progressive discipline.
Giving the Evaluation
At least once a year, formally evaluate each employee by writing a performance appraisal
and holding a meeting with the employee. To prepare, gather and review all of the
documents and records relating to the employee's performance, productivity, and
behavior. Review your log and the employee's personnel file. You might also want to take
a look at other company records relating to the worker, including sales records, call
reports, productivity records, time cards, or budget reports.
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Once you have reviewed these documents and gathered your thoughts about the
employee's work, write the appraisal (or, if you will solicit input from other managers, ask
each of them to complete an evaluation, and then compile them). Although an appraisal
can take many forms, it should include:


Each standard or goal you set for that worker and that job



Your conclusion as to whether the employee met the standard or goal, and



The reasons that support your conclusion.

When you have finished writing the appraisal, set up a meeting to discuss it with the
employee. Remember, this is likely to be one of the most important meetings you have
with each employee all year, so schedule enough time to discuss each issue thoroughly. At
the meeting, let your worker know what you think he or she did well and which areas
could use some improvement. Using your evaluation as a guide, explain your conclusions
about each standard and goal. Listen carefully to your worker's comments -- and ask the
worker to write them down on the evaluation form. Take notes on the meeting and
include those notes on the form.
Evaluation Tips
Giving evaluations can be difficult. Some workers react to criticism defensively. And,
sometimes, no one understands what merits a positive evaluation. If your workers feel
that you take it easy on some of them while coming down hard on others, resentment is
inevitable. Avoid these problems by following these rules:


Be specific. When you set goals and standards for your workers, spell out exactly
what they will have to do to achieve them. For example, don't say "work harder" or
"improve quality." Instead, say "increase sales by 20% over last year" or "make no
more than three errors per day in data input." Similarly, when you evaluate a
worker, give specific examples of what the employee did to achieve -- or fall short
of -- the goal.



Give deadlines. If you want to see improvement, give the worker a timeline to
turn things around. If you expect something to be done by a certain date, say so.



Be realistic. If you set unrealistic or impossible goals and standards, everyone will
be disheartened -- and will have little incentive to do their best if they know they
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will still fall short. Don't make your standards too easy to achieve, but do take into
account the realities of your workplace.


Be honest. If you avoid telling a worker about performance problems, the worker
won't know that he or she needs to improve. Be sure to give the bad news, even if it
is uncomfortable.



Be complete. Write your evaluation so that an outsider reading it would be able to
understand exactly what happened and why. Remember, that evaluation just might
become evidence in a lawsuit. If it does, you will want the judge and jury to see why
you rated the employee as you did.



Evaluate performance, not personality. Focus on how well (or poorly) the
worker does the job -- not on the worker's personal characteristics or traits. For
instance, don't say the employee is "angry and emotional." Instead, focus on the
workplace conduct that is the problem -- for example, you can say the employee
"has been insubordinate line managers twice in the past six months. This behavior
is unacceptable and must stop."



Listen to your employees. The evaluation process will seem fairer to your
workers if they have an opportunity to express their concerns, too. Ask employees
what they enjoy about their jobs and about working at the company. Also ask about
any concerns or problems they might have. You'll gain valuable information, and
your employees will feel like real participants in the process. In some cases, you
might even learn something that could change your evaluation.

5.34 Performance Evaluation Methods
Q. What is the purpose of conducting the
performance appraisal and what is the best
method to evaluate performance?
The process by which a manager or consultant
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(1) Examines and evaluates an employee's work behavior by comparing it with preset
standards,
(2) Documents the results of the comparison, and (3) Use the results to
provide feedback to the employee to show where improvements are needed and why.
Performance appraisals are employed to determine who needs what training, and who
will be promoted, demoted, retained, or fired.
Appraisal Benefits
Appraisals offer employees:





Direction
Feedback
Input
Motivation

Appraisals offer the company:
 Documentation
 Employee Development
 Feedback
 Legal protection
 Motivation system
Performance Appraisal Methods









Individual Evaluation Methods
Confidential report
Essay evaluation
Critical incidents
Checklists
Graphic rating scale
Behaviorally anchored rating scale
MBO

Confidential Reporting
It is mostly used in government organizations. It is a descriptive report prepared,
generally at the end of every year, by the employee's immediate superior. The report
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highlights the strengths and weaknesses of the subordinate. The report is not data based.
The impressions of the superior about the subordinate are merely recorded there. It does
not offer any feedback to the appraisee. The appraisee is not very sure about why his
ratings have fallen despite his best efforts, why others are rated high when compared to
him, how to rectify his mistakes, if any; on what basis he is going to be evaluated next
year, etc. Since the report is generally not made public and hence no feedback is available,
the subjective analysis of the superior is likely to be hotly contested. In recent years, due
to pressure from courts and trade unions, the details of a negative confidential report are
given to the appraisee.
Essay Evaluation
Under this method, the rater is asked to express the strong as well as weak points of the
employee's behavior. This technique is normally used with a combination of the graphic
rating scale because the rater can elaborately present the scale by substantiating an
explanation for his rating. While preparing the essay on the employee, the rater considers
the following factors:






Job knowledge and potential of the employee;
Employee's understanding of the company's programmes, policies, objectives, etc.;
The employee's relations with co-workers and superiors;
The employee's general planning, organizing and controlling ability;
The attitudes and perceptions of the employee, in general.

Critical incident technique:
Under this method, the manager prepares lists of statements of very effective and
ineffective behavior of an employee. These critical incidents or events represent the
outstanding or poor behavior of employees on the job. The manager maintains logs on
each employee, whereby he periodically records critical incidents of the workers
behavior. At the end of the rating period, these recorded critical incidents are used in the
evaluation of the workers' performance. An example of a good critical incident of a sales
assistant is the following:
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July 20 – The sales clerk patiently attended to the customers complaint. He is polite, prompt,
and enthusiastic in solving the customers' problem.

On the other hand the bad critical incident may appear as under:
July 20 – The sales assistant stayed 45 minutes over on his break during the busiest part of
the day. He failed to answer the store manager's call thrice. He is lazy, negligent, stubborn
and uninterested in work.

This method provides an objective basis for conducting a thorough discussion of an
employee's performance. This method avoids recency bias (most recent incidents get too
much emphasis). This method suffers however from the following limitations:





Negative incidents may be more noticeable than positive incidents.
The supervisors have a tendency to unload a series of complaints about
incidents during an annual performance review session.
It results in very close supervision which may not be liked by the employee.
The recording of incidents may be a chore for the manager concerned, who may
be too busy or forget to do it.

Most frequently, the critical incidents technique of evaluation is applied to evaluate the
performance of superiors rather than of peers of subordinates.
Checklists and weighted checklists: Another simple type of individual evaluation method
is the checklist. A checklist represents, in its simplest form, a set of objectives or
descriptive statements about the employee and his behavior. If the rater believes strongly
that the employee possesses a particular listed trait, he checks the item; otherwise, he
leaves the item blank. A more recent variation of the checklist method is the weighted list.
Under this, the value of each question may be weighted equally or certain questions may
be weighted more heavily than others. The following are some of the sample questions in
the checklist.
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l

Is the employee really interested in the task assigned?

Yes/No

l

Is he respected by his colleagues (co-workers)

Yes/No

l

Does he give respect to his superiors?

Yes/No

l

Does he follow instructions properly?

Yes/No

l

Does he make mistakes frequently?

Yes/No

A rating score from the checklist helps the manager in evaluation of the performance of
the employee. The checklist method has a serious limitation. The rater may be biased in
distinguishing the positive and negative questions. He may assign biased weights to the
questions. Another limitation could be that this method is expensive and time consuming.
Finally, it becomes difficult for the manager to assemble, analyze and weigh a number of
statements about the employee's characteristics, contributions and behaviors. In spite of
these limitations, the checklist method is most frequently used in the employee's
performance evaluation.

Graphic Rating Scale
Perhaps the most commonly used method of performance evaluation is the graphic rating
scale. Of course, it is also one of the oldest methods of evaluation in use. Under this
method, a printed form, as shown below, is used to evaluate the performance of an
employee. A variety of traits may be used in these types of rating devices, the most
common being the quantity and quality of work. The rating scales can also be adapted by
including traits that the company considers important for effectiveness on the job. A
model of a graphic rating scale is given below.
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Employee name_________

Deptt_______

Rater’s name ___________

Date________

Exc . Good
5

4

Acceptable Fair
3

2

Poor
1

Dependability
Initiative
Overall output
Attendance
Attitude
Cooperation
Total score
From the graphic rating scales, excerpts can be obtained about the performance standards
of employees. For instance, if the employee has serious gaps in technical-professional
knowledge (knows only rudimentary phases of job); lacks the knowledge to bring about
an increase in productivity; is reluctant to make decisions on his own (on even when he
makes decisions they are unreliable and substandard); declines to accept responsibility;
fails to plan ahead effectively; wastes and misuses resources; etc., then it can safely be
inferred that the standards of the performance of the employee are dismal and
disappointing.
Behaviorally anchored rating scales
Also known as the behavioral expectations scale, this method represents the latest
innovation in performance appraisal. It is a combination of the rating scale and critical
incident techniques of employee performance evaluation. The critical incidents serve as
anchor statements on a scale and the rating form usually contains six to eight specifically
defined performance dimensions. The following chart represents an example of a sales
trainee's competence and a behaviorally anchored rating scale.
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Table: An Example of Behaviorally Anchored Rating Scale (BARS)

Performance PointsBehavior
Extremely
good

7

Can expect trainee to make valuable suggestions for increased
sales and to have positive relationships with customers all over
the country.

Good

6

Can expect to initiate creative ideas for improved sales.

Above average5

Can expect to keep in touch with the customers throughout the
year.

Average

Can manage, with difficulty, to deliver the goods in time.

4

Below average 3

Can expect to unload the trucks when asked by the supervisor.

Poor

2

Can expect to inform only a part of the customers.

Extremely
poor

1

Can expect to take extended coffee breaks and roam around
purposelessly.

How to construct BARS?
Developing BARS follows a general format which combines techniques employed in the
critical incident method and weighted checklist ratings scales. Emphasis is pinpointed on
pooling the thinking of people who will use the scales as both evaluators and evaluees.






Step 1
Step 2
Step 3
Step 4
Step 5

Identify critical incidents
Select performance dimension
Retranslate the incidents
Assign scales to incidents
Develop final instrument

Because the above process typically requires considerable employee participation, its
acceptance by both supervisors and their subordinates may be greater. Proponents of
BARS also claim that such a system differentiates among behavior, performance and
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results and consequently is able to provide a basis for setting developmental goals for the
employee. Because it is job-specific and identifies observable and measurable behavior, it
is a more reliable and valid method for performance appraisal.
Management by Objectives (MBO):
MBO represents a modern method of evaluating the performance of personnel.
Thoughtful managers have become increasingly aware that the traditional performance
evaluation systems are characterized by somewhat antagonistic judgments on the part of
the rater. There is a growing feeling nowadays that it is better to make the superior work
with subordinates in fixing goals. This would inevitably enable subordinates to exercise
self-control over their performance behaviors. The concept of management by objectives
is actually the outcome of the pioneering works of Drucker, McGregor and Odiorne in
management science. Management by objectives can be described as “a process whereby
the superior and subordinate managers of an organization jointly identify its common goals,
define each individuals' major areas of responsibility in terms of results expected of him and
use these measures as guides for operating the unit and assessing the contributions of each
of its members”. MBO thus represents more than an evaluation programme and process.
Practicing management scientists and pedagogues view it as a philosophy of managerial
practice; it is a method by which managers and subordinates plan, organize, control,
communicate and debate.
Features






MBO emphasizes participative set goals that are tangible, verifiable and
measurable.
MBO focuses attention on what must be accomplished (goals) rather than how
it is to be accomplished (methods).
MBO, by concentrating on key result areas translates the abstract philosophy of
management into concrete phraseology. The technique can be put to general
use (non-specialist technique). Further it is “a dynamic system which seeks to
integrate the company's need to clarify and achieve its profit and growth
targets with the manager's need to contribute and develop himself”.
MBO is a systematic and rational technique that allows management to attain
maximum results from available resources by focusing on achievable goals. It
allows the subordinate plenty of room to make creative decisions on his own.
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5.35 Feedback of Evaluations
Q. What are the advantages of feedback?
The feedback is one of the most important tools provided by Human Resources to
managers as the motivational tool. The feedback by Human Resources is organized
usually in the process of the Performance Appraisal.
When speaking with HRM Professionals, you can hear a lot about the performance
management process and the forms used to formalize the whole process of the
performance appraisals.
Generally, the manager should about the feedback and the quality of the feedback provide
the performance appraisals to the individual employee. But as the HRM Function wants to
have a control over the whole performance management process, the main stress is put on
the formal record of the whole performance appraisal discussion.
The performance appraisals can have a huge impact on the future of the employee in the
company. When the feedback is provided correctly and the manager makes a follow up of
all the agreements done during the performance appraisal interview, the performance
appraisals can work without any formal documents.
As the HRM Function is responsible for the performance management process, it brings
new and better performance appraisal forms every single year. And the result usually fails
every year. The managers and the employees do not see the benefits of participating in
the performance review process as they take it as an activity driven by Human Resources
for Human Resources.
The HRM Function cannot promote the performance appraisals as the set of forms to be
filled by the manager and confirmed by the employee. The HRM Function has to promote
the consequences of the performance management process and the positive impact on the
future of the employee in the organization.
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5.36 Improving Performance
Q. What is the goal of performance improvement and is there any relation between
performance improvement and training?
1. A collaborative approach
If both supervisors and employees help develop the appraisal system, they are likely to
endorse it. To manage such a consensus approach, a consultant or senior human resource
professional can guide a group of no more than 25 supervisors and employees through the
following steps.
Step 1: Group members first discuss the goals they want to achieve and the problems they
want to avoid with a new appraisal system. When they are finished, the group's leader will
have a list of the desired benefits and concerns. Based on the factors the group identifies,
they can then write the general sections of the appraisal form.
Step 2: The group must then identify the dimensions of performance they want to
evaluate. This begins with brainstorming a list of possibilities--perhaps as many as 50.
The list is trimmed to include only those performance dimensions that are directly
observable, behavioral and job-related. Subjective personal traits such as maturity,
personality and attitude are eliminated.
Working in small groups, participants prepare written definitions of the final performance
dimensions. These definitions are then included on the appraisal form as organizational
performance standards.
Step 3: In the final step, the group prepares guidelines for implementation of the new
system. These guidelines must support the objectives and reflect the concerns identified
in the first step. For example, the need for feedback, employee development and planning
future goals are balanced with the desire for a less bureaucratic process. These factors are
incorporated as the group decides which objectives to stress, how often to complete the
forms, who will receive copies and how formal the process will be.
The collaborative approach has several advantages. First, the appraisal system is likely to
be accepted and endorsed by both supervisors and employees since it was created by
their peers. Second, the actual appraisal form will probably be more meaningful and
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appropriate since it directly reflects the objectives of their peers. In addition, performance
dimensions are tailored to the organization and are clearly defined in appropriate terms.
The policies and procedures take into account organizational objectives and concerns.
The primary disadvantage is that the group may develop a poor system that does not
represent the wishes of the entire organization. However, a competent leader can ensure
that the system is high-quality by carefully guiding the group.
In large organizations, it is best to work with several groups, each drawn from a different
department. All groups will likely raise similar objectives and propose similar sections for
the appraisal form. There is usually considerable overlap; however, each department may
define performance dimensions differently. This leads to an organization-wide appraisal
form with the same basic sections and policies, but with slight variations in performance
dimensions.
2. Clear objectives
Formal performance appraisal systems invariably support two objectives that compete
with one another during the appraisal process. The first is to provide feedback to
employees so they can develop themselves and improve their performance. The second is
to document performance and to communicate and support administrative decisions
about salary increases, promotions, transfers and so on.
A key to more effective appraisal systems is to focus on only one of these objectives at a
time in separate interviews. Supervisors can conduct interviews to improve employee
performance as often as necessary for the benefit of employees, supervisors and the
organization as a whole. In addition to these interviews, supervisors can conduct annual
salary reviews to sum up the year's performance and discuss administrative decisions
based on that performance.
3. Focus on observable behavior
Although the discussion between supervisor and employee is the most important step in
the appraisal process, supervisors are seldom trained to handle these discussions. The key
to effective interviews is for employees to understand and use the feedback to develop
themselves and improve their performance. Employees can't do that if the feedback from
their supervisors isn't clear.
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Useful feedback is behavioral, not personal. It is specific, directly observable and clearly
job-related. Only two topics meet these criteria--results and performance.
Supervisors and employees are aware of the results employees achieve. Records will show
whether employees are above or below sales quotas, whether the software they write
meets user needs and so on. If supervisors see employees working, they can also observe
how employees perform specific job responsibilities. Employees may supervise staff
poorly, they may communicate well, follow safety policies or argue with co-workers and
customers.
These observed behaviors can be discussed, and supervisors and employees can make
plans to improve both performance and results.
4. Avoid personal feedback
Almost all appraisal forms contain a section on "employee strengths and weaknesses," in
which supervisors comment on the personal aptitudes and qualities that contribute to or
interfere with an employee's job performance. In addition, many forms ask supervisors to
rate employees on personal traits such as maturity, attitude and personality.
Many problems arise when supervisors give employees this type of feedback. Employees
often become defensive when they receive general, personal comments like, "you rate
only 3 on a 5-point scale of maturity," or "you have poor interpersonal skill." Employees
often disagree with the supervisor's ratings because the characteristic being evaluated is
not directly observed.
Supervisors do not see initiative, attitude, maturity or even job knowledge and
interpersonal skill; but instead they see a large number of individual behaviors from
which they infer these traits and aptitudes. Supervisors who evaluate their employees in
these vague, subjective terms may find themselves in court defending their performance
appraisals against charges of EEO violations and discrimination against women and
minorities.
5. Listen first, talk later
Many supervisors dislike appraisal interviews because they feel like a punitive parent
sitting in judgment of their employees. An obvious way to avoid this top-down style is to
encourage employees to talk about their own performance before giving feedback. Most
employees are aware of what they do well at work (positive feedback), and what they
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want or need to do better (areas of improvement). Supervisors can always add positive
feedback not already raised by the employee and areas for improvement later in the
interview.
To ensure that employees are prepared to talk about their own performance, supervisors
can schedule the performance appraisal interview ahead of time. They can ask employees
to prepare for the meeting by considering their performance and results and by setting
work goals and developmental plans.

5.37 Performance Management System
Q. What is the role of performance management system and how does it link with pay
and promotion?
Performance management is the process of creating a work environment or setting in
which people are enabled to perform to the best of their abilities. Performance
management is a whole work system that begins when a job is defined as needed. It ends
when an employee leaves your organization.
Successful organizations know that to win in today’s competitive marketplace they must
attract, develop, and retain talented and productive employees. Winning organizations get
their competitive edge from a performance management system that helps them hire
talented people, place them in the right position, align their individual performance with
the organization’s vision and strategic objectives, develop their abilities, and reward
performance commensurate with contributions to the organization’s success.

Benefits of Effective Performance Management


Improved Productivity -- Improvement in both the way people work and the
outcomes they produce.



Improved Employee Morale -- Resulting from on-time performance appraisals and
rewards commensurate with employee contributions.



Retention of Top Performers – Employees who feel accomplished in their work
become
loyal employees.
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Increased Profitability – Loyal employees deliver higher levels of service that result
in
customer loyalty.

Setting up a good performance management system doesn't happen overnight or by
accident. You need to consider its design and carefully plan how it will work before
managers begin using it to evaluate employees.
The goal of a performance management system is to help boost employee performance
and, ultimately, the productivity of the business. For it to be effective, a performance
management system should incorporate the following critical elements:
Updated Job Descriptions
Job descriptions should clearly describe the employee's current duties and performance
expectations. Position descriptions should be specific, clearly defining the job function,
required skills, deadlines and goals, and should delineate expectations for the employee's
relations with peers and customers.
Keep job descriptions current, especially during times of organizational change. Rapid
growth and downsizing inevitably add new responsibilities and shift employees'
workloads.
Performance Measures and Standards
Once you have job descriptions in place, you need to establish performance standards that
describe what constitutes below-average, average, and above-average performance. Start
by thinking about the best- and worst-case scenarios until you reach realistic standards
for measuring performance.
Next, determine how you're going to measure the expectations outlined in the job
description. This requires both objective and subjective methods of assessment. In some
situations it's easy to gauge performance by looking at the numbers: for example, how
many new accounts an employee brought in or how many products an employee
assembled.
Quantifying an employee's coping skills, customer service skills or attitude is much more
difficult. Some managers also have biases or poor evaluation skills. Establish clear
guidelines and measures that eliminate potential bias and prevent evaluators from
subjectively determining what constitutes excellent and unacceptable behavior.
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Evaluator Training
Research shows that managers with poor communication or interpersonal skills are often
the downfall of a company's otherwise sound performance management program. All
managers need training on how to communicate and how to conduct fair, nonjudgmental
and consistent appraisals. An effective performance management system will administer
training to managers before they conduct their first reviews.
Guidelines for Improvement
Institute basic policies to cope with employee weaknesses and poor performance. Decide
if you'll provide training or mentoring for employees exhibiting subpar performance. Set
guidelines that outline how long it should it take an employee to improve and what steps
will be taken if the employee fails to show improvement.
Employee Input
Solicit and evaluate staff suggestions for your performance management program.
Incorporate employee input into your program or system as needed.
Compensation and Rewards
When your employees perform well they should be compensated. Rewards keep morale
high, generate loyalty and foster additional improvement. But closely linking pay hikes
and promotions to performance appraisals is a contested issue. Critics say that too close a
tie between performance evaluation and compensation may be punishing or unfair to
employees who don't overachieve.
Regardless of how and when you choose to compensate your employees, an aboveaverage appraisal deserves acknowledgment. Make sure you consistently reward
employees for their hard work

5.38 Performance Appraisal
Performance appraisal is the process of obtaining, analyzing and recording information
about the relative worth of an employee. The focus of the performance appraisal
is measuring and improving the actual performance of the employee and also the future
potential of the employee. Its aim is to measure what an employee does.
According to Flippo, a prominent personality in the field of Human resources,
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"performance appraisal is the systematic, periodic
and an impartial rating of an employee’s excellence
in the matters pertaining to his present job and his
potential for a better job." Performance appraisal is a
systematic way of reviewing and assessing the
performance of an employee during a given period of
time and planning for his future.
It is a powerful tool to calibrate, refine and reward
the performance of the employee. It helps to analyze
his achievements and evaluate his contribution
towards the achievements of the overall
organizational goals.
By focusing the attention on performance, performance appraisal goes to the heart of
personnel management and reflects the management's interest in the progress of the
employees.
Objectives of Performance Appraisal
Almost all organizations practice performance appraisal in one form or another to achieve
certain objectives. These objectives may vary from organization to organization or even
within the same organization from time to time. It has been found that there are two
primary objectives behind the use of this methodology. One is to use it as an evaluation
system and second, to use it as a feedback system.
The aim of the evaluation system is to identify the performance gap. This means that it
helps determine the gap between the actual performance of the employee and that
required or desired by the organization.
The aim of the feedback system is to inform the employee about the quality of his work or
performance. This is an interactive process by which the employee can also speak about
his problems to his superior.
An effective performance appraisal system should emphasis individual objectives,
organizational objectives and also mutual objectives. From the viewpoint of individual
objective the performance appraisal should talk about
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a) What task the individual is expected to do?
b) How well the individual has done the task?
c) How can his performance be further improved?
d) His reward for doing well.
From the organizational view point a performance appraisal should generate manpower
information, improve efficiency and effectiveness serve as a mechanism of control and
provide a rational compensation structure. In short the appraisal system establishes and
upholds the principle of accountability in the absence of which organization failure is the
only possible outcome.
Finally, talking about mutual goals, the emphasis is on growth and development, harmony,
effectiveness and profitability.

5.39 Employee Development
Q. Whether the employee development beneficial for the organization if yes then how?
There are five areas you should focus on in employee development. The goal is to develop
their skills, increase their knowledge and to
uncover their talents.
Coaching
Coaching involves regular discussions between a
manager and the employee with the goal of
improving their performance. Coaching is often
used as tool for dealing with poor performance.
With employee development the role changes to
raising the employees performance to a higher
level.


Discover and discuss areas the employee
needs to improve in
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Get buy-in from the employee that they are committed to improving



Develop a plan to improve the employees skills and knowledge



Meet regularly to discuss how the development is progressing

Counseling
Counseling is a discussion for the purpose of helping the employee to sort out any
personal difficulties. In employee development there may be added pressures or stress
that can arise.
If you see the employee is struggling with a development task sit down and talk with
them. They may have fears or other emotions that are interfering with their development.
Teach them how to deal with these emotions so they can progress and learn how handle
them on their own in the future.
Mentoring
Mentoring differs from coaching in that mentoring is about overall career growth and
guidance. You want to motivate the employee and help them to understand their potential
and how that potential can be achieved.
Show them why they should develop a career plan and help them see their future role in
the organization. Your manager or another manager can act as a mentor, but you have a
role to play since you interact with the employee on a daily basis.
Teaching
With employee development teaching revolves around soft skills. These skills lay a
foundation on which the employee can build.
Focus on:


Communications skills



Inter-Personal skills



Problem solving skills



Professionalism
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Training
Expanding your employees technical skills are an essential part of employee development.
These are on-the-job skills as well as specialized technical skills. The focus should be on
gaining expert knowledge in their area.
This is an area where a manager can help by advising and encouraging the employee, but
the real work should be done by the employee. It can involve taking classes, obtaining
certifications or gaining knowledge from experts in your department.

5.40 Organization Development
Q. Why pursues Organization development? What is the relationship between
organizational development and the achievement of mission?
The OD Process is based on the action research model which begins with an identified
problem or need for change. The process proceeds through assessment, planning of an
intervention, implementing the intervention, gathering data to evaluate the intervention,
and determining if satisfactory progress has been made or if there is need for further
intervention. The process is cyclical and ends when the desired developmental result is
obtained.
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The OD process begins when an organization recognizes that a problem exists which
impacts the mission or health of the organization and change is desired. It can also begin
when leadership has a vision of a better way and wants to improve the organization. An
organization does not always have to be in trouble to implement organization
development activities.
Once the decision is made to change the situation, the next step is to assess the situation
to fully understand it. This assessment can be conducted in many ways including
documentation review, organizational sensing, focus groups, interviewing, or surveying.
The assessment could be conducted by outside experts or by members of the
organization.
After the situation is assessed, defined, and understood, the next step is to plan an
intervention. The type of change desired would determine the nature of the intervention.
Interventions could include training and development, team interventions such as team
building for management or employees or the establishment of change teams, structural
interventions, or individual interventions.
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Once the intervention is planned, it is implemented.
During and after the implementation of the intervention, relevant data is gathered. The
data gathered would be determined by the change goals. For example, if the intervention
were training and development for individual employees or for work groups, data to be
gathered would measure changes in knowledge and competencies.
This data is used to determine the effectiveness of the intervention. It is reported to the
organization’s decision-makers. The decision-makers determine if the intervention met its
goals. If the intervention met its goals, the process can end, which is depicted by the
raising of the development bar. If it did not, the decision is made whether to continue the
cycle and to plan and carry out another intervention or to end it.

5.41 Evaluating Training and Development
Human Resource Management (HRM) is seen as an important activity in health and its
impact on the performance of health sector organizations is well supported by many
studies and plays a major role in the success of organization by integrating t h e i n t e r
e s t o f o r g a n i z a t i o n a n d its work force.
In human resource management, training and development is intended to enhance the
performance of employees through a learning process that involves the acquirement of
knowledge, improvement of skills, concepts, rules, or changing of attitudes and behaviors
in organizational settings. It is known by other names, like employee development, human
resource development, and learning and development.
Training improves the knowledge, skill and attitude of the workforce and develops their
services. Training prepares employees for the new job while development is essential for
future assignments. Global competition has made training and development a viable tool
for all kinds of organizations.
H a m b l i n ( 1 9 7 4 ) d e f i n e d t h e p r o c e s s o f evaluating training and
development as: ‘any attempt to obtain information (feedback) on the effects of training
program, and to assess the value of the training in the light of that information.In the
words of Warr (1969) ‘Evaluation is the systematic collection and assessment of
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information for deciding how best to utilize available training resources in order to
achieve organizational goals. Traditional training and development has been criticized for
its lack of evaluation. For many organizations it has become a target (fixed number of
workers to be trained each year) or budget (money, material, time) based endeavor and
nobody has attempted to evaluate its positive effects on employees regarding their
efficiency and effectiveness / cost benefit analysis.
When the participants of proposed training and development program are optimistic and
motivated about its desirable and pleasant outcomes then such training will prove
beneficial to them. Training is indispensable for the success and p r o d u c t i v i t y o f n
a t i o n a l g o v e r nme n t s a l l o v e r t h e wo r l d a n d t h e y s p e n d h u g e
amo u n t s o n training and development. It leads to successful performance of
employees, institutions and nations.
There are many reasons which emphasize the need to evaluate the training and
development particularly demand of donors/executives against the amount spent and
hours consumed along with the impact of the training on organization. Economic slump in
the global market is another reason for evaluation, which has increased competition for
scarce resources. Top executives are also concerned about the congruence of training and
organizational goals and development of new tools and techniques has also highlighted
the need to evaluate. . Besides growing training budgets on one hand and development of
new tools and techniques for evaluation are the other reasons behind evaluation.
Models of Evaluation:
There are different models of evaluting training and development put forward by
different experts such as Kirkpatrick’s (1998) four-level taxonomy, Phillips’ (2003)five
level model, Swansona n d H o l t o n ’ s ( 1 9 9 9 ). A m o n g t h e s e m o d els
Kirkpatrick (1998) model is well known and it was originally presented in 1959.
Elements of Evaluation:
Evaluation of health training is not an easy task. Elements of evaluation include relevance,
adequacy, accessibility, acceptability, effectiveness, efficiency and impact. Relevance
means whether the training is needed at all while adequacy is related to achievement of
quantum of targets and should be economically / culturally affordable.
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Effectiveness means measuring the degree of attainment of the predetermined objectives
and targets of training. Efficiency means measuring how well resources are utilized to
achieve a given effectiveness. Impact is the measurement of the overall effect of training
program on trainees.
Level of Evaluation:
1. Reaction: immediate reaction of the participants about training.
2. Learning: Learning of knowledge, skill and attitude and change in abilities
3. Behavior : improvement in job performance
4. Results: Results in terms of reduced turnover, absenteeism, high productivity etc
Aims of Evaluation:
The basic aims of evaluating training and development are the assessment of training
effectiveness regarding achievement of stated o b j e c t i v e s a n d u s i n g it as a t r
a i n i n g a i d f o r learning.
CONCLUSION
Training and development is adopted by organizations to fill the skill gap of employees
and proper evaluation based on Kirkpatricks four level s m o d e l h e l p s i n a c h i e v
i n g t h e r e q u i s i t e goals. Training evaluation must be appropriate for the person
and situation. Feedback is essential f o r n o t o n l y t e a c h e r s b u t f o r l e a r n e
r s ’ s c o n f i d e n c e a l s o . E v a l u a t i o n w i l l n o t e n s u r e effective learning
unless training is properly des i g n e d . S u c c e s s f u l e v a l u a t i o n d e p e n d s u
p o n whether the means of evaluation were built into the design of the training program
before it was implemented.
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5.42 Training of Employees

Q. Why the importance of training increasing day by day?
Training of employees takes place after orientation takes place. Training is the process of
enhancing the skills, capabilities and knowledge of employees for doing a particular job.
Training process moulds the thinking of employees and leads to quality performance of
employees. It is continuous and
never ending in nature.
Importance of Training
Training is crucial for organizational
development and success. It is
fruitful to both employers and
employees of an organization. An
employee will become more
efficient and productive if he is
trained well.
Training is given on four basic
grounds:
1. New candidates who join an organization are given training. This training
familiarizes them with the organizational mission, vision, rules and regulations and
the working conditions.
2. The existing employees are trained to refresh and enhance their knowledge.
3. If any updations and amendments take place in technology, training is given to
cope up with those changes. For instance, purchasing a new equipment, changes in
technique of production, computer impartment. The employees are trained about
use of new equipments and work methods.
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4. When promotion and career growth becomes important. Training is given so that
employees are prepared to share the responsibilities of the higher level job.
The benefits of training can be summed up as:
1. Improves morale of employees- Training helps the employee to get job security
and job satisfaction. The more satisfied the employee is and the greater is his
morale, the more he will contribute to organizational success and the lesser will be
employee absenteeism and turnover.
2. Less supervision- A well trained employee will be well acquainted with the job
and will need less of supervision. Thus, there will be less wastage of time and
efforts.
3. Fewer accidents- Errors are likely to occur if the employees lack knowledge and
skills required for doing a particular job. The more trained an employee is, the less
are the chances of committing accidents in job and the more proficient the
employee becomes.
4. Chances of promotion- Employees acquire skills and efficiency during training.
They become more eligible for promotion. They become an asset for the
organization.
5. Increased productivity- Training improves efficiency and productivity of
employees. Well trained employees show both quantity and quality performance.
There is less wastage of time, money and resources if employees are properly
trained.
Ways/Methods of Training
Training is generally imparted in two ways:
1. On the job training- On the job training methods are those which are given to the
employees within the everyday working of a concern. It is a simple and costeffective training method. The in-proficient as well as semi- proficient employees
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can be well trained by using such training method. The employees are trained in
actual working scenario. The motto of such training is “learning by doing.”
Instances of such on-job training methods are job-rotation, coaching, temporary
promotions, etc.
2. Off the job training- Off the job training methods are those in which training is
provided away from the actual working condition. It is generally used in case of
new employees. Instances of off the job training methods are workshops, seminars,
conferences, etc. Such method is costly and is effective if and only if large number
of employees have to be trained within a short time period. Off the job training is
also called as vestibule training, i.e., the employees are trained in a separate area(
may be a hall, entrance, reception area, etc. known as a vestibule) where the actual
working conditions are duplicated.

5.43 Training of Managers and Supervisors

Q. What is the role of manager and supervisor? How they can improve the position of
organization?
Managing people is one of the important tasks that supervisors and managers have. There
are numerous other tasks that these professionals must handle. Supervisory management
training goes a long way towards preparing employees for completing their tasks
effectively. Proper training will ensure the timely completion of projects and assignments
because the employee is now equipped to handle the demanding work load.
Benefits
The main benefits of a supervisory management training program are a successful bottom
line, better employee retention, an increased in quality and production, the ability to
retain competiveness, and the flow-on effect. Training a manager increases her
productivity and the productivity of the employees under her. When productivity is up,
the bottom line is also affected in a positive way. This makes the company better able to
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compete in the market against top competitors.
The flow-on effect is the adverse effect that can be seen throughout the company based on
one action. Because of training, there will be less wasted time and material. The employee
will now know the proper ways to complete job duties. Training provides less stress
amongst lower level employees because they now work for a manager that knows how to
deal with people. Through all of this, with better trained supervisors, there will be fewer
workplace accidents, less absenteeism, and lower recruitment costs because employee
retention is higher.
Areas of Study
There are so many different areas that supervisory management training can cover.
Depending on the duties of the company and the outcomes desired, any of the subjects
listed below would fit into any supervisory management training program:
•
•
•
•
•
•
•
•
•

Goal Setting Success
Successful Leadership
Managing People and Exercising Authority Correctly
Time Management
Successful Delegation
Decision Making Skills
Problem Solving
Motivation and How to Motivate
Getting the Best Out of Employees

Trends
The purpose of good supervisory management training is to prepare managers and
supervisors for the task of managing people and time. The reason companies fail is
because of poor management. Good management motivates employees to be more
productive and give them an incentive to stay. Companies now understand this concept,
and are seeing the money spent on training as an investment.
In 2008, companies spent an average of $1,202 per employee for training. Of all of the
money spent to train employees, 21% of it was in the leadership development and
supervisory management training; making it the largest area of interest for employers.
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Companies from all types of industries are jumping in on the bandwagon to get the
management staff well-trained. The industry that spent the most money on management
training is finance and insurance, averaging about $1,061 on training per employee. The
industry that spent the least is retail, averaging about $594 per employee.
Supervisor’s Responsibilities
The supervisor's responsibilities are to:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Communicate and clarify major job duties, priorities and expectations.
Establish and communicate performance standards.
Monitor employees' performance through observation, discussion, etc.
Document good and unacceptable performance.
Provide continuous coaching and constructive feedback in a timely manner.
Hold performance discussions (at least annually).
Correct poor performance and reinforce good performance.
Help employees to develop skills and abilities for improved performance.
Provide necessary information, resources and opportunity to allow
accomplishment of key results.

5.44 Psychological Principle of Learning
Q. How the learning skills of the candidates can be improved?
The teacher must understand the basic principles of learning. These following general
principles of learning are presented for the proper guidance in teaching.
1. Learning is facilitated when the teacher provides the learner with the proper stimuli
and guides, and uses the principle of conditioning and associating those learning functions
that need to be made automatic for most effective learning.
2. Learning is facilitated by the ;aw of belongingness. When the learner perceives the
relationship of facts presented, the speed of learning is greatly increased.
3. Learning is facilitated by the law of effect. The law of effect pertains to the influence of
satisfying or unsatisfying feeling tones that accompany a response and either strengthen
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or weaken that response. When the learner finds the correct answer to a question, he feels
pleased about his achievement and the connection is strengthened.
4. Learning is facilitated with the law of exercise. Practice and exercise are so common
that they are universally accepted as an active means of learning. Lack of practice or
exercise cause memory of learned materials weaken and in general, the longer the periods
of disuse, the greater the loss.
5. Learning is facilitated by the law of readiness or mind set. Learning does not occur
unless the learner is ready to act or to learn. When a person is ready, he learns more
effectively and with greater satisfaction than when unprepared.
6. Learning is facilitated by motives or drives. Needs, interests and goals are fundamental
to the learning process. If the individual has to learn, he must have some goal to be
accomplished. Learning is best when the learner knows and understands his motives in
learning.
7. Learning is meaningful if it is organized as such a way as to emphasize and call for
understanding, insight, initiative and cooperation.
8. Learning is considered as the acquisition of knowledge, habits, skills, abilities and
attitudes through the interaction of the whole individual and his total environment.
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6.CAREER DEVELOPMENT

6.1 Career Development Program
Career development is unique to each
individual. More and more the nature of
work is such that you will have a number
of career changes or transitions in your
lifetime. Sometimes these transitions will
be planned and sometimes they may not—
due to personal circumstances, lifestyle
choices, organizational change, and other
factors.
Regardless of the reason for the change
or transition, some common themes emerge in relation to career development:








Employability is the key to success in this changing world of work.
Employability and career development must be driven by the individual.
Employability is the capacity of individuals to possess the skills, knowledge and
attitudes to engage and re-engage in various forms of employment.
Lifelong learning across the lifespan in formal and informal ways is crucial to
employability and produces a flexible and adaptable workforce.
Career choice and development is broader than just an occupation or a job, but is
influenced by all facets of your life including personal lifestyle, circumstances,
interests and values.
Career resilience is a core survival skill of the future working environment.
Resilience, described as ‘the capacity to adapt to a changing situation while
maintaining and nurturing one’s core self’1 will clearly be enhanced if individuals
position themselves as lifelong learners.
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Employment security evolves from the knowledge within the individual that he or
she is ready for new opportunities as they evolve in organizational change and their
employers.
—Ken Patch, KPA consulting
Your career, today and in the future is likely to involve:







A range of different jobs.
A range of interests and skills.
Working for a number of organizations.
Experience in more than one industry.
Different types of work arrangements through the course of one’s life including
full-time, part-time, contract, self-employed etc.
Organizational changes which will affect your role in an organization.

To build a career, you’ll need to:





Take responsibility for your own direction and growth.
Know who you are and what your goals are, in terms of way of life and job
satisfaction, as well as wealth and success.
Train yourself to master new sets of skills, so that you have more choices in a
climate of change.
Be able to view changes in work or in life circumstances, as opportunities for
growth and development and not as a threat.

6.2 Career Opportunities
Q. For an employee what is the importance of career opportunities?
The foundational belief in all organization management or HR (human resources) careers
is that a company’s employees are the organization’s most important resource. There is,
however, a marked difference separating the strategic functions of organization
management and the tactical function of human resources.
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Persons who obtain an MBA with emphasis in human resources often obtain jobs in a
variety of corporate positions. The organization management emphasis, on the other
hand, is often utilized by persons with prior work experience or persons seeking a joint
degree in order to obtain a entry-level position in another field. Persons who have five or
more years of some prior specialty or experience are sometimes hired by strategic
consulting firms.
There are a number of areas of general specialization for MBA students interested in
human resource (HR) consulting. Persons with statistics or math backgrounds, as well as
dual MBAs in accounting find that a career as a compensation specialist may be quite
suitable. Those who have more of an interest in technology, optimization, and automation
may find that change management or HRIS (human resources information systems) is a
good match for them.
Other opportunities in human resources (HR) and organizational management include job
analysis, employee relations, restructuring analysis, skill development, recruitment, hiring
specialist, and so on.

6.3 Preparing for a Career
Today's competitive job market demands that students possess knowledge, skills, and
relevant job experiences that will set them apart from other applicants. Career
preparation activities can increase their chances of obtaining employment upon
completion of high school or college. Like most high school students, teens with
disabilities may think that they have plenty of time to decide on a career and acquire the
skills they will need to move down that path. However, they can start exploring their
career interests and developing their job skills now! Career planning and preparation
should be an ongoing process throughout high school and postsecondary studies.
Teenagers do not need to settle on one area to pursue right away, and they may change
directions as they discover new interests.
Hundreds of websites provide information about job duties and academic requirements
for specific positions, career preparation strategies, and legal issues. Most of the examples
listed in this publication are geared toward secondary students who will be completing
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high school with a standard diploma and pursuing studies at a technical school,
community college, or university. To be cautious, parents and teachers should always
check out websites before recommending them to a child. They might even find that the
content of a website changes over time, so a site that was once a great resource for a
teenager is no longer appropriate.
Adults may enjoy exploring the sites side by side with children. As always, if they find sites
that are inaccessible to someone who has a disability (for example, sites that include
graphics without text descriptions or video clips without captions), they can do something
about it. Adults can work with students to send email to webmasters, ask for an alternate
format of site contents, and encourage website sponsors to make their pages accessible to
everyone. Look at these situations as opportunities for a child to practice skills in selfadvocacy, as well as advocacy for others.

6.4 Planning a Career
Q. What are your career challenges and what you have planned to achieve your goals?
In thinking about developing a career plan particularly a change in career direction, it is
important to reflect and take stock in a number of areas. The most important thing to do is
to spend time reflecting and understanding yourself, your skills, your interests, your
motivations and your values. You need to make the time, to find out about yourself, what
really matters to you and how this fits with your life outside of work.
Often it is difficult to know how to go about developing a career plan, so treat it like a
project or a journey of discovery. As with any project:
Identifying a satisfying career is not the outcome of gimmickry but of careful selfexamination not only of capabilities and knowledge but of values and priorities. A
satisfying career is invented, not found and exploited. It is pre-tested and pre-examined
for its potential to provide opportunity for personal growth.
—Sidney A. Fine


Do break it into smaller manageable parts.
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Set goals and timelines.
Allow and plan time for it.
Reflect and review as you go.

Your career plan needs to be flexible, as it is likely to change and evolve over time. There
are a number of resources and tools to assist.
Why bother with career planning?
You spend a significant amount of time at work and approximately 50 years in the
workplace. It is worth investing some quality time in finding out more about what type of
roles and organizations suit you, so that your work life is productive and makes you
happy. Over a period of time, you may try some jobs or take on some responsibilities that
are not very enjoyable, but you often learn more about yourself from these experiences,
than not trying in the first place. Also, your choice of career or direction will most likely
change over a lifetime, in line with your interests, needs and values, as well as
organization changes, so this is an ongoing process.
There are five key parts to career development planning:
1.
2.
3.
4.
5.

Self assessment
Exploring options and possibilities
Developing a plan
Implement your plan
Ongoing review
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6.5 Managing a Career
Q. What is your personal work style? And what action you will take to achieve your
goals?
The term ‘career management' suggests taking control. In practice, careers are interactive
processes between individuals and their employers and it can be difficult to feel in control
of your destiny. The better your career knowledge and understanding, the more able you
are to take the lead.
Career management is based on:




understanding yourself and what you want from your life
understanding careers e.g. types of work, recruitment methods, career structures
and what support, training and development is available
understanding the wider economic, political, social, and technological climate

Career management is a continuous process over your lifetime - and its focus will
change:




sometimes geared to developing in your current role
sometimes aimed at preparing you for promotion
sometimes directed at finding you a new job.

The career management cycle has several stages:








Where are you now? A self-awareness review. Think about your career priorities
and values. Evaluate your current skills and abilities, experience, work-life balance,
family commitments and constraints.
Where do you want to be? Explore your options - anything from improving as a
researcher to a complete change of career and life pattern.
How will you get there? Make plans. Decide how to achieve the desired career
outcome. Set manageable objectives and be prepared to revise these plans if things
change.
Getting there Take actions to fulfill your plans.
What have you learned? Achieve your goal - celebrate! Begin the new cycle with a
review and record of your completed activity: evidence of what you did and what
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you learned to use in the future.

6.6 Making a Career Choice
Q. The student knows that many skills are common to a variety of careers and that
these skills can be transferred from one career opportunity to another, so how you
would make your career choice?
There are hundreds of career options out there. How do you make a career choice when
you don't really know what you want to do? Does it seem like an insurmountable task? It's
not. Yes, you will have to put some time and energy into making your decision, but your
effort will be well worth it in the end. Follow these steps to making a good career choice.
Assess Yourself

Before you can make a career choice you have to learn about yourself.
Your values, interests and skills, in combination with certain
personality, will make some careers especially suitable for you and
some particularly inappropriate. You can use self assessment tools, often called career
tests, to gather this information and, subsequently, to generate a list of occupations that
are deemed appropriate. Some people choose to have career counselors or other career
development professionals administer these tests but many opt to use free career tests
that are available on the Web.
Make a List of Occupations to Explore

Look over the lists of occupations generated through your use of the self
assessment tools. They are probably rather lengthy. You want to come
up with a much shorter list, consisting of between five and ten
occupations. Circle occupations that appear on multiple lists. Circle
occupations you may have considered previously and that you find
appealing. Write these occupations down on a separate list titled
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Occupations to Explore."

Explore the Occupations on Your List

For each occupation on your list, you will want to look at the job
description, educational and other requirements, job outlook,
advancement opportunities and earnings.
Conduct Informational Interviews

At this point you should only have a few occupations left on your list.
You now need to gather more in-depth information. Your best source
of this information are people who have firsthand knowledge of the occupations in which
you are interested. Identify who they are and
conduct informational interviews with them.
Continue Narrowing Down your List

Pare down your list of possible
occupations based on what you
learned from your research. For
example, you may not be willing to put
the time and energy into preparing for an occupation
for which an advanced degree is required, or you may
consider the earnings for a particular occupation inadequate.
Set Your Goals
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By now you should have decided on one occupation you want to
pursue. It's time to put a plan into place so you can eventually find a
job in that field, but first you will need to set some goals.

Write a Career Action Plan

Now that you have set your goals, you will need to decide how to reach
them. A career action plan will help guide you as you pursue your long
and short term goals.

Train for Your New Career

It is likely you will have to train for your new career. That could take
the form of earning a degree, doing an internship or taking courses to
learn some new skills.

7.PERFORMANCE EVALUATION

7.1 Performance Evaluation Methods
Q. What is the purpose of conducting the performance appraisal and what is the best
method to evaluate performance?
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The process by which a manager or consultant
(1) Examines and evaluates an employee's work behavior by comparing it with preset
standards,
(2) Documents the results of the comparison, and (3) Use the results to
provide feedback to the employee to show where improvements are needed and why.
Performance appraisals are employed to determine who needs what training, and who
will be promoted, demoted, retained, or fired.
Appraisal Benefits
Appraisals offer employees:





Direction
Feedback
Input
Motivation

Appraisals offer the company:
 Documentation
 Employee Development
 Feedback
 Legal protection
 Motivation system
Performance Appraisal Methods









Individual Evaluation Methods
Confidential report
Essay evaluation
Critical incidents
Checklists
Graphic rating scale
Behaviorally anchored rating scale
MBO

Confidential Reporting
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It is mostly used in government organizations. It is a descriptive report prepared,
generally at the end of every year, by the employee's immediate superior. The report
highlights the strengths and weaknesses of the subordinate. The report is not data based.
The impressions of the superior about the subordinate are merely recorded there. It does
not offer any feedback to the appraisee. The appraisee is not very sure about why his
ratings have fallen despite his best efforts, why others are rated high when compared to
him, how to rectify his mistakes, if any; on what basis he is going to be evaluated next
year, etc. Since the report is generally not made public and hence no feedback is available,
the subjective analysis of the superior is likely to be hotly contested. In recent years, due
to pressure from courts and trade unions, the details of a negative confidential report are
given to the appraisee.
Essay Evaluation
Under this method, the rater is asked to express the strong as well as weak points of the
employee's behavior. This technique is normally used with a combination of the graphic
rating scale because the rater can elaborately present the scale by substantiating an
explanation for his rating. While preparing the essay on the employee, the rater considers
the following factors:






Job knowledge and potential of the employee;
Employee's understanding of the company's programmes, policies, objectives, etc.;
The employee's relations with co-workers and superiors;
The employee's general planning, organizing and controlling ability;
The attitudes and perceptions of the employee, in general.

Critical incident technique:
Under this method, the manager prepares lists of statements of very effective and
ineffective behavior of an employee. These critical incidents or events represent the
outstanding or poor behavior of employees on the job. The manager maintains logs on
each employee, whereby he periodically records critical incidents of the workers
behavior. At the end of the rating period, these recorded critical incidents are used in the
evaluation of the workers' performance. An example of a good critical incident of a sales
assistant is the following:
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July 20 – The sales clerk patiently attended to the customers complaint. He is polite, prompt,
and enthusiastic in solving the customers' problem.

On the other hand the bad critical incident may appear as under:
July 20 – The sales assistant stayed 45 minutes over on his break during the busiest part of
the day. He failed to answer the store manager's call thrice. He is lazy, negligent, stubborn
and uninterested in work.

This method provides an objective basis for conducting a thorough discussion of an
employee's performance. This method avoids recency bias (most recent incidents get too
much emphasis). This method suffers however from the following limitations:





Negative incidents may be more noticeable than positive incidents.
The supervisors have a tendency to unload a series of complaints about
incidents during an annual performance review session.
It results in very close supervision which may not be liked by the employee.
The recording of incidents may be a chore for the manager concerned, who may
be too busy or forget to do it.

Most frequently, the critical incidents technique of evaluation is applied to evaluate the
performance of superiors rather than of peers of subordinates.
Checklists and weighted checklists: Another simple type of individual evaluation method
is the checklist. A checklist represents, in its simplest form, a set of objectives or
descriptive statements about the employee and his behavior. If the rater believes strongly
that the employee possesses a particular listed trait, he checks the item; otherwise, he
leaves the item blank. A more recent variation of the checklist method is the weighted list.
Under this, the value of each question may be weighted equally or certain questions may
be weighted more heavily than others. The following are some of the sample questions in
the checklist.
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l

Is the employee really interested in the task assigned?

Yes/No

l

Is he respected by his colleagues (co-workers)

Yes/No

l

Does he give respect to his superiors?

Yes/No

l

Does he follow instructions properly?

Yes/No

l

Does he make mistakes frequently?

Yes/No

A rating score from the checklist helps the manager in evaluation of the performance of
the employee. The checklist method has a serious limitation. The rater may be biased in
distinguishing the positive and negative questions. He may assign biased weights to the
questions. Another limitation could be that this method is expensive and time consuming.
Finally, it becomes difficult for the manager to assemble, analyze and weigh a number of
statements about the employee's characteristics, contributions and behaviors. In spite of
these limitations, the checklist method is most frequently used in the employee's
performance evaluation.

Graphic Rating Scale
Perhaps the most commonly used method of performance evaluation is the graphic rating
scale. Of course, it is also one of the oldest methods of evaluation in use. Under this
method, a printed form, as shown below, is used to evaluate the performance of an
employee. A variety of traits may be used in these types of rating devices, the most
common being the quantity and quality of work. The rating scales can also be adapted by
including traits that the company considers important for effectiveness on the job. A
model of a graphic rating scale is given below.
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Employee name_________

Deptt_______

Rater’s name ___________

Date________

Exc . Good
5

4

Acceptable Fair
3

2

Poor
1

Dependability
Initiative
Overall output
Attendance
Attitude
Cooperation
Total score

From the graphic rating scales, excerpts can be obtained about the performance standards
of employees. For instance, if the employee has serious gaps in technical-professional
knowledge (knows only rudimentary phases of job); lacks the knowledge to bring about
an increase in productivity; is reluctant to make decisions on his own (on even when he
makes decisions they are unreliable and substandard); declines to accept responsibility;
fails to plan ahead effectively; wastes and misuses resources; etc., then it can safely be
inferred that the standards of the performance of the employee are dismal and
disappointing.
Behaviorally anchored rating scales
Also known as the behavioral expectations scale, this method represents the latest
innovation in performance appraisal. It is a combination of the rating scale and critical
incident techniques of employee performance evaluation. The critical incidents serve as
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anchor statements on a scale and the rating form usually contains six to eight specifically
defined performance dimensions. The following chart represents an example of a sales
trainee's competence and a behaviorally anchored rating scale.
Table: An Example of Behaviorally Anchored Rating Scale (BARS)

Performance

Points

Behavior

Extremely good

7

Can expect trainee to make valuable suggestions for
increased sales and to have positive relationships with
customers all over the country.

Good

6

Can expect to initiate creative ideas for improved sales.

Above average

5

Can expect to keep in touch with the customers
throughout the year.

Average

4

Can manage, with difficulty, to deliver the goods in
time.

Below average

3

Can expect to unload the trucks when asked by the
supervisor.

Poor

2

Can expect to inform only a part of the customers.

Extremely poor

1

Can expect to take extended coffee breaks and roam
around purposelessly.

How to construct BARS?
Developing BARS follows a general format which combines techniques employed in the
critical incident method and weighted checklist ratings scales. Emphasis is pinpointed on
pooling the thinking of people who will use the scales as both evaluators and evaluees.




Step 1
Step 2
Step 3

Identify critical incidents
Select performance dimension
Retranslate the incidents
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Step 4
Step 5

Assign scales to incidents
Develop final instrument

Because the above process typically requires considerable employee participation, its
acceptance by both supervisors and their subordinates may be greater. Proponents of
BARS also claim that such a system differentiates among behavior, performance and
results and consequently is able to provide a basis for setting developmental goals for the
employee. Because it is job-specific and identifies observable and measurable behavior, it
is a more reliable and valid method for performance appraisal.
Management by Objectives (MBO):
MBO represents a modern method of evaluating the performance of personnel.
Thoughtful managers have become increasingly aware that the traditional performance
evaluation systems are characterized by somewhat antagonistic judgments on the part of
the rater. There is a growing feeling nowadays that it is better to make the superior work
with subordinates in fixing goals. This would inevitably enable subordinates to exercise
self-control over their performance behaviors. The concept of management by objectives
is actually the outcome of the pioneering works of Drucker, McGregor and Odiorne in
management science. Management by objectives can be described as “a process whereby
the superior and subordinate managers of an organization jointly identify its common goals,
define each individuals' major areas of responsibility in terms of results expected of him and
use these measures as guides for operating the unit and assessing the contributions of each
of its members”. MBO thus represents more than an evaluation programme and process.
Practicing management scientists and pedagogues view it as a philosophy of managerial
practice; it is a method by which managers and subordinates plan, organize, control,
communicate and debate.
Features




MBO emphasizes participative set goals that are tangible, verifiable and
measurable.
MBO focuses attention on what must be accomplished (goals) rather than how
it is to be accomplished (methods).
MBO, by concentrating on key result areas translates the abstract philosophy of
management into concrete phraseology. The technique can be put to general
use (non-specialist technique). Further it is “a dynamic system which seeks to
integrate the company's need to clarify and achieve its profit and growth
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targets with the manager's need to contribute and develop himself”.
MBO is a systematic and rational technique that allows management to attain
maximum results from available resources by focusing on achievable goals. It
allows the subordinate plenty of room to make creative decisions on his own.

7.2 Feedback of Evaluations
Q. What are the advantages of feedback?
The feedback is one of the most important tools provided by Human Resources to
managers as the motivational tool. The feedback by Human Resources is organized
usually in the process of the Performance Appraisal.
When speaking with HRM Professionals, you can hear a lot about the performance
management process and the forms used to formalize the whole process of the
performance appraisals.
Generally, the manager should about the feedback and the quality of the feedback provide
the performance appraisals to the individual employee. But as the HRM Function wants to
have a control over the whole performance management process, the main stress is put on
the formal record of the whole performance appraisal discussion.
The performance appraisals can have a huge impact on the future of the employee in the
company. When the feedback is provided correctly and the manager makes a follow up of
all the agreements done during the performance appraisal interview, the performance
appraisals can work without any formal documents.
As the HRM Function is responsible for the performance management process, it brings
new and better performance appraisal forms every single year. And the result usually fails
every year. The managers and the employees do not see the benefits of participating in
the performance review process as they take it as an activity driven by Human Resources
for Human Resources.
The HRM Function cannot promote the performance appraisals as the set of forms to be
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filled by the manager and confirmed by the employee. The HRM Function has to promote
the consequences of the performance management process and the positive impact on the
future of the employee in the organization.

7.3 Improving Performance
Q. What is the goal of performance improvement and is there any relation between
performance improvement and training?
1. A collaborative approach
If both supervisors and employees help develop the appraisal system, they are likely to
endorse it. To manage such a consensus approach, a consultant or senior human resource
professional can guide a group of no more than 25 supervisors and employees through the
following steps.
Step 1: Group members first discuss the goals they want to achieve and the problems they
want to avoid with a new appraisal system. When they are finished, the group's leader will
have a list of the desired benefits and concerns. Based on the factors the group identifies,
they can then write the general sections of the appraisal form.
Step 2: The group must then identify the dimensions of performance they want to
evaluate. This begins with brainstorming a list of possibilities--perhaps as many as 50.
The list is trimmed to include only those performance dimensions that are directly
observable, behavioral and job-related. Subjective personal traits such as maturity,
personality and attitude are eliminated.
Working in small groups, participants prepare written definitions of the final performance
dimensions. These definitions are then included on the appraisal form as organizational
performance standards.
Step 3: In the final step, the group prepares guidelines for implementation of the new
system. These guidelines must support the objectives and reflect the concerns identified
in the first step. For example, the need for feedback, employee development and planning
future goals are balanced with the desire for a less bureaucratic process. These factors are
incorporated as the group decides which objectives to stress, how often to complete the
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forms, who will receive copies and how formal the process will be.
The collaborative approach has several advantages. First, the appraisal system is likely to
be accepted and endorsed by both supervisors and employees since it was created by
their peers. Second, the actual appraisal form will probably be more meaningful and
appropriate since it directly reflects the objectives of their peers. In addition, performance
dimensions are tailored to the organization and are clearly defined in appropriate terms.
The policies and procedures take into account organizational objectives and concerns.
The primary disadvantage is that the group may develop a poor system that does not
represent the wishes of the entire organization. However, a competent leader can ensure
that the system is high-quality by carefully guiding the group.
In large organizations, it is best to work with several groups, each drawn from a different
department. All groups will likely raise similar objectives and propose similar sections for
the appraisal form. There is usually considerable overlap; however, each department may
define performance dimensions differently. This leads to an organization-wide appraisal
form with the same basic sections and policies, but with slight variations in performance
dimensions.
2. Clear objectives
Formal performance appraisal systems invariably support two objectives that compete
with one another during the appraisal process. The first is to provide feedback to
employees so they can develop themselves and improve their performance. The second is
to document performance and to communicate and support administrative decisions
about salary increases, promotions, transfers and so on.
A key to more effective appraisal systems is to focus on only one of these objectives at a
time in separate interviews. Supervisors can conduct interviews to improve employee
performance as often as necessary for the benefit of employees, supervisors and the
organization as a whole. In addition to these interviews, supervisors can conduct annual
salary reviews to sum up the year's performance and discuss administrative decisions
based on that performance.
3. Focus on observable behavior
Although the discussion between supervisor and employee is the most important step in
the appraisal process, supervisors are seldom trained to handle these discussions. The key
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to effective interviews is for employees to understand and use the feedback to develop
themselves and improve their performance. Employees can't do that if the feedback from
their supervisors isn't clear.
Useful feedback is behavioral, not personal. It is specific, directly observable and clearly
job-related. Only two topics meet these criteria--results and performance.
Supervisors and employees are aware of the results employees achieve. Records will show
whether employees are above or below sales quotas, whether the software they write
meets user needs and so on. If supervisors see employees working, they can also observe
how employees perform specific job responsibilities. Employees may supervise staff
poorly, they may communicate well, follow safety policies or argue with co-workers and
customers.
These observed behaviors can be discussed, and supervisors and employees can make
plans to improve both performance and results.
4. Avoid personal feedback
Almost all appraisal forms contain a section on "employee strengths and weaknesses," in
which supervisors comment on the personal aptitudes and qualities that contribute to or
interfere with an employee's job performance. In addition, many forms ask supervisors to
rate employees on personal traits such as maturity, attitude and personality.
Many problems arise when supervisors give employees this type of feedback. Employees
often become defensive when they receive general, personal comments like, "you rate
only 3 on a 5-point scale of maturity," or "you have poor interpersonal skill." Employees
often disagree with the supervisor's ratings because the characteristic being evaluated is
not directly observed.
Supervisors do not see initiative, attitude, maturity or even job knowledge and
interpersonal skill; but instead they see a large number of individual behaviors from
which they infer these traits and aptitudes. Supervisors who evaluate their employees in
these vague, subjective terms may find themselves in court defending their performance
appraisals against charges of EEO violations and discrimination against women and
minorities.
5. Listen first, talk later
Many supervisors dislike appraisal interviews because they feel like a punitive parent
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sitting in judgment of their employees. An obvious way to avoid this top-down style is to
encourage employees to talk about their own performance before giving feedback. Most
employees are aware of what they do well at work (positive feedback), and what they
want or need to do better (areas of improvement). Supervisors can always add positive
feedback not already raised by the employee and areas for improvement later in the
interview.
To ensure that employees are prepared to talk about their own performance, supervisors
can schedule the performance appraisal interview ahead of time. They can ask employees
to prepare for the meeting by considering their performance and results and by setting
work goals and developmental plans.

7.4 Performance Management System
Q. What is the role of performance management system and how does it link with pay
and promotion?
Performance management is the process of creating a work environment or setting in
which people are enabled to perform to the best of their abilities. Performance
management is a whole work system that begins when a job is defined as needed. It ends
when an employee leaves your organization.
Successful organizations know that to win in today’s competitive marketplace they must
attract, develop, and retain talented and productive employees. Winning organizations get
their competitive edge from a performance management system that helps them hire
talented people, place them in the right position, align their individual performance with
the organization’s vision and strategic objectives, develop their abilities, and reward
performance commensurate with contributions to the organization’s success.

Benefits of Effective Performance Management


Improved Productivity -- Improvement in both the way people work and the
outcomes they produce.



Improved Employee Morale -- Resulting from on-time performance appraisals and
rewards commensurate with employee contributions.
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Retention of Top Performers – Employees who feel accomplished in their work
become
loyal employees.



Increased Profitability – Loyal employees deliver higher levels of service that result
in
customer loyalty.

Setting up a good performance management system doesn't happen overnight or by
accident. You need to consider its design and carefully plan how it will work before
managers begin using it to evaluate employees.
The goal of a performance management system is to help boost employee performance
and, ultimately, the productivity of the business. For it to be effective, a performance
management system should incorporate the following critical elements:
Updated Job Descriptions
Job descriptions should clearly describe the employee's current duties and performance
expectations. Position descriptions should be specific, clearly defining the job function,
required skills, deadlines and goals, and should delineate expectations for the employee's
relations with peers and customers.
Keep job descriptions current, especially during times of organizational change. Rapid
growth and downsizing inevitably add new responsibilities and shift employees'
workloads.
Performance Measures and Standards
Once you have job descriptions in place, you need to establish performance standards that
describe what constitutes below-average, average, and above-average performance. Start
by thinking about the best- and worst-case scenarios until you reach realistic standards
for measuring performance.
Next, determine how you're going to measure the expectations outlined in the job
description. This requires both objective and subjective methods of assessment. In some
situations it's easy to gauge performance by looking at the numbers: for example, how
many new accounts an employee brought in or how many products an employee
assembled.
Quantifying an employee's coping skills, customer service skills or attitude is much more
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difficult. Some managers also have biases or poor evaluation skills. Establish clear
guidelines and measures that eliminate potential bias and prevent evaluators from
subjectively determining what constitutes excellent and unacceptable behavior.
Evaluator Training
Research shows that managers with poor communication or interpersonal skills are often
the downfall of a company's otherwise sound performance management program. All
managers need training on how to communicate and how to conduct fair, nonjudgmental
and consistent appraisals. An effective performance management system will administer
training to managers before they conduct their first reviews.
Guidelines for Improvement
Institute basic policies to cope with employee weaknesses and poor performance. Decide
if you'll provide training or mentoring for employees exhibiting subpar performance. Set
guidelines that outline how long it should it take an employee to improve and what steps
will be taken if the employee fails to show improvement.
Employee Input
Solicit and evaluate staff suggestions for your performance management program.
Incorporate employee input into your program or system as needed.
Compensation and Rewards
When your employees perform well they should be compensated. Rewards keep morale
high, generate loyalty and foster additional improvement. But closely linking pay hikes
and promotions to performance appraisals is a contested issue. Critics say that too close a
tie between performance evaluation and compensation may be punishing or unfair to
employees who don't overachieve.
Regardless of how and when you choose to compensate your employees, an aboveaverage appraisal deserves acknowledgment. Make sure you consistently reward
employees for their hard work

7.5 Performance Appraisal
Performance appraisal is the process of obtaining, analyzing and recording information
about the relative worth of an employee. The focus of the performance appraisal
is measuring and improving the actual performance of the employee and also the future
potential of the employee. Its aim is to measure what an employee does.
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According to Flippo, a prominent personality in the field of Human resources,
"performance appraisal is the systematic, periodic and an impartial rating of an
employee’s excellence in the matters pertaining to his present job and his potential for a
better job." Performance appraisal is a systematic way of reviewing and assessing the
performance of an employee during a given period of time and planning for his future.
It is a powerful tool to calibrate, refine and reward the performance of the employee. It
helps to analyze his achievements and evaluate his contribution towards the
achievements of the overall organizational goals.

By focusing the attention on performance, performance appraisal goes to the heart of
personnel management and reflects the management's interest in the progress of the
employees.
Objectives of Performance Appraisal
Almost all organizations practice performance appraisal in one form or another to achieve
certain objectives. These objectives may vary from organization to organization or even
within the same organization from time to time. It has been found that there are two
primary objectives behind the use of this methodology. One is to use it as an evaluation
system and second, to use it as a feedback system.
The aim of the evaluation system is to identify the performance gap. This means that it
helps determine the gap between the actual performance of the employee and that
required or desired by the organization.
The aim of the feedback system is to inform the employee about the quality of his work or
performance. This is an interactive process by which the employee can also speak about
his problems to his superior.
An effective performance appraisal system should emphasis individual objectives,
organizational objectives and also mutual objectives. From the viewpoint of individual
objective the performance appraisal should talk about
a) What task the individual is expected to do?
b) How well the individual has done the task?
c) How can his performance be further improved?
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d) His reward for doing well.
From the organizational view point a performance appraisal should generate manpower
information, improve efficiency and effectiveness serve as a mechanism of control and
provide a rational compensation structure. In short the appraisal system establishes and
upholds the principle of accountability in the absence of which organization failure is the
only possible outcome.
Finally, talking about mutual goals, the emphasis is on growth and development, harmony,
effectiveness and profitability.

7.6 International Performance Appraisal
Q. How does international performance appraisal differ from the appraisal of
national firms? What problems are encounter to managers while conducting
international performance appraisal?
International Human Resource Management IHRM is a rapidly expanding sub-field within
the academic study of human resource management. Its focus is the management of
employees in multinational corporations and traditionally was concerned primarily with
the issue of expatriation; that is, the management of parent-country nationals who were
sent to work in overseas subsidiaries. However, in recent years, the scope of IHRM has
expanded considerably and researchers consider all aspects of HRM within large,
international companies, including international recruitment and selection, international
reward, training and development programmes, and systems of performance
management.
Host Country National (HCN)
A host-country national (HCN) is an employee who is a citizen of a country in which an
organization's branch or plant is located, but the organization is headquartered in another
country. An impediment to hiring HCNs is that such employees may not understand the
parent company’s culture. To deal with this issue, companies may base hiring decisions on
certain criteria that serve to increase identification with the company and its values.
Parent Country Nationals (PCN)
A parent-country national is a person working in a country other than their country of
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origin. Such a person is also referred to as an expatriate.
Performance Appraisal
A performance appraisal, employee appraisal, performance review, or
(Career) development discussion is a method by which the job performance of an
employee is evaluated (generally in terms of quality, quantity, cost, and time) typically by
the corresponding manager or supervisor.
A performance appraisal is a part of guiding and managing career development. It is the
process of obtaining, analyzing, and recording information about the relative worth of an
employee to the organization. Performance appraisal is an analysis of an employee's
recent successes and failures, personal strengths and weaknesses, and suitability for
promotion or further training. It is also the judgment of an employee's performance in a
job based on considerations other than productivity alone.

7.7 Performance Appraisal in International Context
Multinational Performance Management
While its general strategic position may be international, multinational, global or
transnational, a multinational makes strategic choices based on economic and political
imperatives. Within this context, as indicated in figure, the multinational has specific
expectations for each of its foreign subsidiaries, in terms of market performance and
contribution to total profits and competitiveness. When evaluating subsidiary
performance against these expectations, however, it is important to recognize various
constraints that may affect goal attainment. These include the following.
Various Constraints
Whole Versus part:
The balance sheet of this particular subsidiary might be continually in the red, but this
strategy, by tying up the competitors resources, may allow higher returns in another
market.
Non-comparable data a:
Frequently, the data obtained from subsidiaries may be neither interpretable not reliable,
as the following examples illustrate
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Example1: Sales in Brazil may be skyrocketing, but there are reports that the Brazilian
government may impose tough new exchange controls within a year, thus making it
impossible for the multinational to repatriate profits. Does this mean that the MNE is
performing effectively? Is the subsidiary performing effectively?
Example2: Sales in Peru may be booming, but headquarters management was unaware
that under Peruvian accounting rules, sales on consignment are counted as firm sales.
How should the headquarters accounting system handle these sales relative to sales from
other subsidiaries, with do not consider sales on consignments as firm sales? Physical
measures of performance may be easier to interpret than in these examples, but
difficulties may still arise.
Volatility of global environment:
The turbulence of the global environment requires that long-term goals be flexible in
order to respond to potential market contingencies. According to Pucik, an inflexible
approach may mean that subsidiaries could be pursuing strategies that no longer fit the
new environment.
Separation by time and distance:
Judgments concerning the congruence between the multinational and local subsidiary
activities are further complicated by the physical distance involved, time-zone difference,
and the frequency of contract between the corporate head-office staff and subsidiary
management and the cost of the reporting system.
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Performance Appraisal of HCN Employees

Parent Company
(Role Sender)

Communicates Role Conception

Cultural Boundary

HCN Manager
(Role Recipient)

Host Country
Stakeholders
(Role Senders)

HCN Manager’s Role
Behavior

The HCN manager is expected to perform a role that is conceptualized by a
psychologically and physically distant parent company. Parent Company role conception
is communicated to HCN but it crosses the cultural boundary, as does the feedback
expressed as the HCN role behavior as shown by the solid arrows in the figure. Input from
host country role senders though does not cross a cultural boundary. Conflict may arise in
cases where HCN’s report to a PCN expatriate manager who also conducts their
performance appraisal. As local managers appraising the performance of expatriates in
terms cultural bias. It may be not culturally sensitive to use appraisal techniques such as
360-degree feedback. As in relation to performance appraisal generally, it seems that the
process remains problematic, irrespective of cultural impacts.
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Performance Appraisal of PCN Employees

Communicates Role Conception
Multinational

PCN Manager

(Role Sender)

(Role Recipient)

Cultural Boundary

Host Country
Stakeholder

PCN Manager’s Role
Behavior

(Role Senders)

From the perspective of headquarters, commitment to the parent is perceived as
important, given the part that the PCN plays in transferring know-how and the company
way of doing things’ into the subsidiary. This helps to explain the preference for using
headquarters’ standards in expatriate performance appraisal as a control mechanism.
Because of the importance given to the parent as a role sender in performance appraisal, a
PCN may elect to ignore role communication sent from the host country stakeholders if he
or she considers that the performance appraisal is determined by how role behavior
conforms to headquarters’ expectations, after all, the expatriate career is with the parent,
not the host subsidiary. Role conflict was found to affect commitment to the parent
company, but was unrelated to commitment to the host company.

208

7.8 Conducting the Performance Evaluation
Q. Do you think there is a positive correlation between efforts put in by employees
and their satisfaction? How the performance of the employee can be best evaluated?

Employers who routinely review employee performance and conduct regular employee
evaluations reap tremendous benefits:


Your employees will know what you expect of them. They will receive feedback,
praise, and criticism of their work, and will have notice of any shortfalls in their
performance or conduct.



You can recognize and reward good employees and identify and coach workers
who are having trouble.



The communication required to make the evaluation process effective ensures that
you will stay in tune with the needs and concerns of your workforce.

The evaluation process also nips a lot of employment problems in the bud. Performance
evaluations can keep you out of legal trouble by helping you track and document your
employees' problems. If you ever need to fire or discipline a worker, you will have written
proof that you gave the employee notice and a chance to correct the problem, which will
go a long way towards convincing a jury or judge that you acted fairly.
Create Standards and Goals
Before you can accurately evaluate employee performance, you need to establish a system
to measure that performance. For each employee, you need to come up with performance
standards and goals.
Performance Standards. Performance standards describe what you want workers in a
particular job to accomplish and how you want the job done. These standards apply
across the board, to every employee who holds the same position. For example, a standard
for a salesperson might be to make $50,000 in sales per quarter. Make sure your
standards are achievable and directly related to the employee's job.
Goals. Unlike performance standards, goals should be tailored to each employee; they will
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depend on the individual worker's strengths and weaknesses. For example, a goal for a
graphic artist might be learning a new software program that will make his or her work
more efficient; for an accounting professional, a goal might be to take the exam to become
a certified public accountant. Your workers can help you figure out what reasonable goals
should be.
Once you have defined the standards and goals for each position and worker, write them
down and hand them out to your employees. This will let your employees know what you
expect and what they will have to achieve during the year to receive a positive evaluation.
Keep Track of Employee Performance
Throughout the year, track the performance of each employee. Keep a log for each worker,
either on your computer or on paper. Note memorable incidents or projects involving that
worker, whether good or bad. For example, you might note that a worker was absent
without calling in, worked overtime to complete an important project, or participated in a
community outreach program on behalf of the company.
If an employee does an especially wonderful job on a project or really fouls something up,
consider giving immediate feedback. Orally or in writing, let the employee know that you
noticed and appreciate the extra effort -- or that you are concerned about the employee's
performance. If you choose to give this kind of feedback orally, make a written note of the
conversation for the employee's personnel file. It is also a good idea to have a policy on
progressive discipline.
Giving the Evaluation
At least once a year, formally evaluate each employee by writing a performance appraisal
and holding a meeting with the employee. To prepare, gather and review all of the
documents and records relating to the employee's performance, productivity, and
behavior. Review your log and the employee's personnel file. You might also want to take
a look at other company records relating to the worker, including sales records, call
reports, productivity records, time cards, or budget reports.
Once you have reviewed these documents and gathered your thoughts about the
employee's work, write the appraisal (or, if you will solicit input from other managers, ask
each of them to complete an evaluation, and then compile them). Although an appraisal
can take many forms, it should include:
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Each standard or goal you set for that worker and that job



Your conclusion as to whether the employee met the standard or goal, and



The reasons that support your conclusion.

When you have finished writing the appraisal, set up a meeting to discuss it with the
employee. Remember, this is likely to be one of the most important meetings you have
with each employee all year, so schedule enough time to discuss each issue thoroughly. At
the meeting, let your worker know what you think he or she did well and which areas
could use some improvement. Using your evaluation as a guide, explain your conclusions
about each standard and goal. Listen carefully to your worker's comments -- and ask the
worker to write them down on the evaluation form. Take notes on the meeting and
include those notes on the form.
Evaluation Tips
Giving evaluations can be difficult. Some workers react to criticism defensively. And,
sometimes, no one understands what merits a positive evaluation. If your workers feel
that you take it easy on some of them while coming down hard on others, resentment is
inevitable. Avoid these problems by following these rules:


Be specific. When you set goals and standards for your workers, spell out exactly
what they will have to do to achieve them. For example, don't say "work harder" or
"improve quality." Instead, say "increase sales by 20% over last year" or "make no
more than three errors per day in data input." Similarly, when you evaluate a
worker, give specific examples of what the employee did to achieve -- or fall short
of -- the goal.



Give deadlines. If you want to see improvement, give the worker a timeline to
turn things around. If you expect something to be done by a certain date, say so.



Be realistic. If you set unrealistic or impossible goals and standards, everyone will
be disheartened -- and will have little incentive to do their best if they know they
will still fall short. Don't make your standards too easy to achieve, but do take into
account the realities of your workplace.



Be honest. If you avoid telling a worker about performance problems, the worker
won't know that he or she needs to improve. Be sure to give the bad news, even if it
is uncomfortable.
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Be complete. Write your evaluation so that an outsider reading it would be able to
understand exactly what happened and why. Remember, that evaluation just might
become evidence in a lawsuit. If it does, you will want the judge and jury to see why
you rated the employee as you did.



Evaluate performance, not personality. Focus on how well (or poorly) the
worker does the job -- not on the worker's personal characteristics or traits. For
instance, don't say the employee is "angry and emotional." Instead, focus on the
workplace conduct that is the problem -- for example, you can say the employee
"has been insubordinate line managers twice in the past six months. This behavior
is unacceptable and must stop."



Listen to your employees. The evaluation process will seem fairer to your
workers if they have an opportunity to express their concerns, too. Ask employees
what they enjoy about their jobs and about working at the company. Also ask about
any concerns or problems they might have. You'll gain valuable information, and
your employees will feel like real participants in the process. In some cases, you
might even learn something that could change your evaluation.

8.EMPLOYEES MOTIVATION
8.1 Motivation: A Key to Performance
Q. How motivation directed employees in a positive performance mode?
There is an old saying you can take a horse to the water but you cannot force it to drink; it
will drink only if it's thirsty - so with people. They will do what they want to do or
otherwise motivated to do. Whether it is to excel on the workshop floor or in the 'ivory
tower' they must be motivated or driven to it, either by themselves or through external
stimulus.
Are they born with the self-motivation or drive? Yes and no. If no, they can be motivated,
for motivation is a skill which can and must be learnt. This is essential for any business to
survive and succeed.
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Performance is considered to be a function of ability and motivation, thus:


Job performance =f(ability)(motivation)

Ability in turn depends on education, experience and training and its improvement is a
slow and long process. On the other hand motivation can be improved quickly. There are
many options and an uninitiated manager may not even know where to start. As a
guideline, there are broadly seven strategies for motivation.


Positive reinforcement / high expectations



Effective discipline and punishment



Treating people fairly



Satisfying employees needs



Setting work related goals



Restructuring jobs



Base rewards on job performance

These are the basic strategies, though the mix in the final 'recipe' will vary from
workplace situation to situation. Essentially, there is a gap between an individuals actual
state and some desired state and the manager tries to reduce this gap.
Motivation is, in effect, a means to reduce and manipulate this gap. It is inducing others in
a specific way towards goals specifically stated by the motivator. Naturally, these goals as
also the motivation system must conform to the corporate policy of the organization. The
motivational system must be tailored to the situation and to the organization.
In one of the most elaborate studies on employee motivation, involving 31,000 men and
13,000 women, the Minneapolis Gas Company sought to determine what their potential
employees desire most from a job. This study was carried out during a 20 year period
from 1945 to 1965 and was quite revealing. The ratings for the various factors differed
only slightly between men and women, but both groups considered security as the highest
rated factor. The next three factors were;


advancement
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type of work



company - proud to work for

Surprisingly, factors such as pay, benefits and working conditions were given a low rating
by both groups. So after all, and contrary to common belief, money is not the prime
motivator.

8.2 Rewards
Q. Define reward and its types

People join organizations expecting rewards. Firms distribute money and other benefits in
exchange for the employee’s availability, competencies and behaviors.
Types of Rewards
3. Membership and seniority-based rewards:
Benefits an employee receives depend on firm which he or she joins. An MBA
taking up a job in Wipro or Infosys gets more benefits than the boy or girls who
joins a state government undertaking. In the same firm, a senior employee receives
more benefits than his or her junior employee. Advancement, pay raises,
retirement benefits and perquisites depend on seniority of an employee.
4. Job Status-based Rewards:
Every firm rewards employees for the status of the jobs they are holding. Firms use
job evaluation system, which helps establish differentials in status of jobs. Status
differentials are used as the basis for establishing salary/wages differentials. Jobs
that require more skill and effort have more responsibility and have difficulty
working conditions would have more value and consequently would be place in
higher pay grades. Firms that do not use job evaluation system still reward job
status based on pay survey information about the labor market. A supervisor will
receive higher rewards than a purchasing assistant as the job of the former enjoys
better status than a letter. It has move value to the organization (calculated by the
job evaluation system or pay survey) and therefore employees in that job receive
more status-based rewards in the organization. High status jobholders are also
rewarded with more perquisites
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8.3 Frustration and Conflict
Q. Does all frustration lead automatically to aggression, and can all aggression and
conflict be traced to some catalytic frustration?
Conflict means disagreement, clash, difference of opinion and variance.
Conflict can occur at the individual, interpersonal, group and organizational levels.
Conflicts create difficulties in management and the working of organizations and groups.
Types of Conflict
•

Task Conflict
Conflicts over content and goals of the work

•

Relationship Conflict
Conflict based on interpersonal relationships

•

Process Conflict
Conflict over how work gets done

Conflict due to frustration
Frustration occurs when a motivated drive is blocked before a person reaches a desired
goal. The barrier may be either overt (outward or physical) or covert (inward or mentalsocio-psychological). A smooth progression of the need-drive- incentive motivational
cycle and fulfillment of one’s expectations do not always occur in reality. There are some
difficulties and barriers that do not let a person achieve his goals and so they cause in
frustration.
Example
An example of frustrating situation might be that of a person who comes against a stuck
door which prevents him from reaching a water fountain. The reaction of the person is
called his defense-mechanism. The reactions in a frustrating situation can be categorized
into four groups; aggression, withdrawal, fixation, and compromise.
The person will have one of the above four mechanisms like;
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Need
Deficiency

Drive
Deficiency with
barrier

Goal
Incentive

Barrier
•
•

Overt
Covert

Frustration

Defense Mechanisms
•
•
•
•

Aggression (kicks and curses the door)
Withdrawal (back away from the door)
Fixation (continue to try to open the door)
Compromise (drinks some coffee in the room or tries to come out)

Conflict due to Frustration
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Role Conflict
A person has many roles to play in a society and the personality of a person has many
faces and roles. For example a person at the same time has many roles like a father, a
brother, a son, a husband, a worker and a friend. Every of the roles of the person has
expectations and sometimes there arises a conflict among the expectations of these roles
and the person faces real pressure and depression in decision making.
Example; in a company a person was working as a labor and now as a supervisor to check
and control the working of working of the other workers and to report to the top
management. The person observes that one of his closest friends and coworker is not
performing the job. The supervisor has two roles to play, as the supervisor to report and
his longtime friend may be fired and the second role as a friend and he has to protect his
friend by not reporting. Now the person faces role conflict.
Strategies to Resolve Conflict
Some other strategies for resolving conflicts are like the win-win approach but it is better
to understand the other two also.
Lose-Lose
In this lose-lose approach to conflict both the parties lose. This approach can take several
forms. One very common approach is to compromise or take the middle ground in a
dispute. A second form can be to pay off one of the parties in the conflict. These payments
can take the form of bribes. A third approach can be to use an outside party or arbitrator
to settle the dispute. A fourth approach can be to resolve the conflicts through the existing
rules and law. It can sometime resolve the conflicts but the results are not always as
desirable as win-lose and especially win-win approach.
Win-Lose
A win-lose strategy is a very common way of resolving conflicts in the American and many
other societies. In this situation one party marshals its forces to win and the other party loses.
Some characteristics of this approach are;
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a. There is a clear “we-they” distinction between the parties.
b. The parties direct there struggles and forces towards each other in a victory-defeat
atmosphere.
c. The parties see the issue from their own point of view.
d, The emphasis is on the solution rather than on the values, goals and objectives.
e. Conflicts are personalized and judgmental.
f. There is no planned sequence of activities.
g. The parties take a short-run view of the issues.
Win-Win
It is the most desirable way of resolving conflicts. In this situation, the energies and
struggles are directed to solve the problem rather than beating the other party. The
outcomes of this approach are so that both the parties are happy and results have benefits
for both the parties. Although this is the difficult most strategy to solve the problems but
this should be goal of the managers to resolve interpersonal conflicts.

8.4 Job Satisfaction
Q. Do employees understand what is expected from them and whether they have
resources to successfully complete the job?
"Job satisfaction is defined as "the extent to which people like (satisfaction) or dislike
(dissatisfaction) their jobs" (Spector, 1997, p. 2). This definition suggests job satisfaction
is a general or global affective reaction that individuals hold about their job. While
researchers and practitioners most often measure global job satisfaction, there is also
interest in measuring different "facets" or "dimensions" of satisfaction. Examination of
these facet conditions is often useful for a more careful examination of employee
satisfaction with critical job factors. Traditional job satisfaction facets include: co-workers,
pay, job conditions, supervision, nature of the work and benefits." (Williams).
Identify Your Satisfaction Triggers
There are three basic approaches to work: is it
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•
•
•

A job,
A career, or
A passion

Depending on which type of work you are in right now, the things that give you
satisfaction will vary.


If you work at a JOB, the compensation aspects of the position will probably hold
more appeal than anything else, and have the greatest impact on whether you stay
or go.



If you work at a CAREER, you are looking for promotions and career development
opportunities. Your overall satisfaction is typically linked with your status, power,
or position.



If you work at a PASSION, the work itself is the factor that determines your
satisfaction, regardless of money, prestige, or control.

Inevitably, these are generalizations, and you will probably find that you get satisfaction
from more than one approach to work. Being aware of the type of work you are doing, and
the things you need for job satisfaction, will help you to identify and adjust your
satisfaction expectations accordingly.
Building Job Satisfaction
Once you have identified the blend of status, power, or intrinsic enjoyment that need to be
present in your work for you to feel satisfied, you then need to work on some of our seven
'ingredients' for a satisfying job. These ingredients are:


Self-awareness.



Challenge.



Variety.



Positive attitude.



Knowing your options.



Balanced lifestyle.
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A sense of purpose

Self-Awareness
The first step in the search for job satisfaction is to know yourself. If you're to be happy
and successful, you need to understand your strengths and weaknesses. This will help you
identify what types of profession will allow you to build on those strengths, and minimize
those weaknesses. A useful framework for conducting this type of analysis is a Personal
SWOT analysis.
Another important component of self-awareness is to have a good understanding of your
personality traits and your preferred style of working. It will also help you to understand
what you value and what motivates you in your career, (and also what you do not value,
and what de-motivates you).
Challenge
Some days you may deny it, but we all thrive on interesting challenges. Does this mean
your job has to be the head of engineering at NASA? No, different things challenge
different people at different times. You just need to figure out what you can do to make
sure you don’t allow yourself to go stale at work.
Even if the job itself is not all that challenging, you can make it challenging. Some great
ideas here include:


Set performance standards for yourself – aim to beat your previous record, or set
up a friendly competition among co-workers.



Teach others your skills – nothing is more challenging, or rewarding, than passing
your skills and knowledge on to others.



Ask for new responsibilities – these will give you opportunities to stretch yourself.



Start or take on a project that uses skills you would like to use, or want to improve.



Commit to professional development – take courses, read books or trade
magazines and attend seminars. However you do it, keep your skills fresh and
current.

Variety
Closely related to the need for challenge is the need to minimize boredom. Boredom is a
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common culprit when it comes to job dissatisfaction. When your mind is bored you lack
interest and enthusiasm and even a well-matched job becomes dissatisfying. Some
common methods to alleviate boredom at work include:


Cross train and learn new skills.



Ask to be moved to a new assignment or department requiring the same skills.



Ask to work a different shift.



Volunteer to take on new tasks.



Get involved with committee work.



Go on an extended leave, or take a sabbatical.

Positive Attitude
Attitude plays a huge role in how you perceive your job and your life in general. If you are
depressed, angry or frustrated, you're much less likely to be satisfied with anything.
Making a change to a positive attitude is a complex process that requires a lot of work and
a strong commitment. However, over time, you can turn your internal dialogues around
and start to see most events in your life as positive and worthwhile. Here are some tips:


Stop negative thoughts from entering your brain.



Reframe your thoughts to the positive.



Put the events of the day in the correct context.



Don't dwell on setbacks.



Commit to viewing obstacles as challenges.



Accept that mistakes are simply opportunities to learn.



Become an optimist.

Know Your Options
When you feel trapped, you can start to get anxious. At first you wonder what else is out
there for you. This progresses to the point where you become convinced that anything
other than the job you're doing has got to be more satisfying. To combat this, continuously
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scan your environment for opportunities. When you feel you have options, you have more
control. When you make a positive choice to stay with a job, that job has much more
appeal than if you feel forced to stay because you feel you have no alternative.


Keep a list of your accomplishments.



Update your resume on a regular basis.



Keep up to date on employment trends.



Research other jobs that interest you.



Adopt an 'I’m keeping my options open' approach.

Maintain a Balanced Lifestyle
You'll have heard many times that you need to keep your life and work in balance. When
you focus too much on one at the expense of the other you risk putting your whole system
in distress. When work takes over your life, it is easy to resent it and lose your sense of
perspective: Suddenly everything about your life is clouded with negativity.
Find a Sense of Purpose
Last, but certainly not least (for many people) is the need to find a sense of purpose in the
things you do. Even if you have a boring job, it helps a lot if you can see the real benefit
you're providing for people.
Even the most mundane job usually has purpose if
you dig deep enough. And if it doesn't, should you be
wasting your life doing it?

8.5 Informal Group
Q. How the group efficacy initially be developed in
informal groups?
There are many possible ways of defining what a
group means. The essential feature of a group is that
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its members regard themselves as belonging to the group. A group consists of a number of
people who have:
• A common objective or task
• An awareness of group identity and ‘boundary’
• A minimum set of agreed values and norms which regulates their relatively exclusive
mutual interaction.
Another useful definition defines the group in psychological terms as: any number of
people who
1) Interact with one another
2) Are psychologically aware of one another
3) Perceive themselves to be a group.
Groups can be broadly categorize into two types
•
•

Formal group
Informal group

Formal Group
Formal groups are created to achieve specific organizational objectives and are concerned
with the co-ordination of work activities. Formal groups tend to be relatively permanent
although there may be changes in actual membership. However, temporary formal groups
may also be created by management for example, the use of project teams in a matrix
organization
Informal Group
Within the formal structure of the organization there will always be an informal structure.
The formal structure of the organization and system of role relationship, rule and
procedures, will be augmented by interpretation and development at the informal level.
Informal groups are based more on personal relationships and agreement of groups
members than on defined role relationships. They serve to satisfy psychological and social
needs not related necessarily to the tasks to be undertaken. Groups may devise ways of
attempting to satisfy members’ affiliations and other social motivations which are lacing
in the work situation, especially in industrial organizations. The figure below
differentiates between formal and informal group structure.
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The membership of informal groups can
cut
across the formal structure. They may comprise individuals form different parts of the
organizations and/or from different levels of the organization both vertically and
diagonally as well as same horizontal level. An informal group could also be the same as
the formal group, or it might comprise part only of the formal group.
The member of informal group may appoint their own leader who exercises authority by
the consent of the members themselves. The informal leader may be chosen as the person
who reflects the attitudes and values of the members helps to resolve conflict leads the
groups in satisfying its goals or liaises with management or other people outside the
groups. The informal leader may often change according to the particular situation facing
the groups. Although not usually the case, it is possible for the informal leader to be the
same person as the formal leader appointed officially by management.

Groups, there fore, help shape the work pattern of organizations and the attitudes and
behavior of members of their jobs. The formation and operation of work groups, and the
behavior of their members has an important significance for the manager. Likert, for
example, has developed a theory of organization based on work groups. In his discussion
of group processes and organizational performance he concludes that: ‘Group forces are
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important not only in influencing the behavior of individual work groups with regard to
productivity, waste, absence and the like, they also affect the behavior of entire
organizations.’

8.6 Leadership Perceptions
Q. What the world’s greatest managers do differently? And how organizations drive
growth by unleashing human potential?
Leadership is the buzzword for the current generation of business owners – and every HR
department in the country is primed to be on the look out for individuals capable of
demonstrating powerful leadership skills to steer a business to commercial success.
However, before a company goes about recruiting staff who can exhibit strong leadership
skills, it is important to define what constitutes leadership and, also, what are the core
skills and
attributes that go towards making a real leader?
Definition of leadership
“The quality of leadership, more than any other single factor, determines the success or
failure of an organization”Fred Fiedler & Martin Chemers: Improving Leadership
Effectiveness
“Leadership is all about people. It is not about organizations. It is not about plans. It is
not about strategies. It is all about people motivating people to get the job done. You have
to be people centered” Colin Powell (the first black Secretary of State in US history)
The above two quotes are representative of a myriad of purported defining statements
which pinpoint what we mean by leadership. Joe Adams who runs seminars themed
around the use of psychometric profiling to identify future business leaders and is a
branch chairman of ACE (Academy for Chief Executives) and Director of EAGB (Executive
Association of GB), defines leaders by two key characteristics: “firstly they are going
somewhere and secondly, they are able to persuade other people to accompany them on
the journey”.
Leadership Qualities
Although the above concept of leadership is clearly useful, senior HR professionals still
need to know more. Essentially they need to identify exactly what qualities inspire
confidence.
A study from a group of International chief executives examined the key components of
225

employee satisfaction and found that trust and confidence in top leadership was the single
most reliable predictor of employee satisfaction. When asked how trust and confidence
had been gained, it was discovered that effective communication was deemed to be the
key factor responsible. Joe Adams goes on to define additional defining factors which
enable an individual to demonstrate sound leadership skills as follows:
Empower people
It’s not just about effective communication. The art of good leadership also entails a
willingness by leaders to replace themselves by empowering people to lead directly.
Lecture less / listen more
Good leaders lecture less and listen more because they understand that, by being able to
talk and contribute their own ideas; staff will have deeper insight, be more motivated and
take real ownership of tasks. Further, good leaders will keep their people informed and
ensure that all tasks are understood, supervised and accomplished. The best leaders will
invest time in getting to know their people and will actively create conditions where
people can share information and interact with others. The leader’s role is to help the
team understand the overall goals to be achieved and to communicate his / her vision as
to how to hit those objectives.
Be Consistent
Inconsistency is not an option for an effective leader and is in fact the fastest route to
losing the respect of your workforce. Making sound and timely decisions comes with the
territory but so too does taking responsibility and, when things go wrong, not blaming
others. Consequently, a good leader should always demonstrate a willingness to accept
the need to ‘know ones self’ and to adopt a positive attitude to ongoing self-improvement.
Do, don’t just tell
“Lead by example and others will follow” is a phrase often used but it is a critical quality
for any respected leader.
Identifying leaders
A recent influential survey reveals that 85% of senior management cites staff as a
business’s most valuable asset. The survey - conducted by HR solutions business
Success Dynamics - questioned CEOs, Managing Directors and Company owners on their
existing views regarding “People Power” within the organization. In an economic climate
where HR directors are keen to maximize their investment in human capital and refrain
from incurring hefty recruitment costs unnecessarily, finding leaders is just one element
of the challenge. The other fundamental requirement is learning how to keep them. This
will be especially relevant during the so called credit crunch when businesses simply
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cannot afford to lose their key players or expend valuable management time seeking out
replacements.
If staff in general represent a business’s most valuable asset, think then how much
importance can be attributed to those members of the workforce that demonstrate strong
leadership skills. But whether you are looking to appoint or simply retain leaders – what
is the most effective strategy to adopt?
The answer to both lies in improving the company’s understanding of people and
improving the way they work together, and one means to achieve this is by the
implementation of psychometric profiling tools. The survey mentioned above highlights
the growing interest in psychometric profiling to enhance a company’s recruitment
process, with as many as 71% of respondents agreeing that their current recruitment
practice could benefit from the use of this type of management tool.
Improved insight into both individual and team personality traits will enable a company
to realize the true potential of existing staff and to nurture those demonstrating real
leadership potential - as well as recognizing the desired traits for future recruits to ensure
the company’s continued success in identifying emerging talent. Just as important is the
need to ensure that true leaders are given the opportunities to fulfill their potential by
being placed in the right team environment to flex their leadership
muscles. Psychometric profiling can often reveal personality traits that management
observation alone may miss due to environmental, team or opportunity factors.
Joe Adams concludes “Leadership is not confined to the work place, which confirms that
ultimately, leadership is about understanding people and recognizing how to win the
respect and trust of colleagues to encourage them to share the journey with you. Given
this is the case, it makes absolute sense for HR Directors to invest in an enhanced
understanding of his / her people (both existing and new recruits) and the way in which
they work together if true leaders are to be identified and then given the opportunity to
work their magic on the organization”.

8.7 Job Description
Q. What are the discrete outcomes of the job for which the person appointed will be
held accountable and evaluated on?
Q. What behaviors, skills, knowledge and experience are the most important to the
program in achieving the key results and outcomes?
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Job descriptions are written statements that describe the:






Duties,
Responsibilities,
Most important contributions and outcomes needed from a position,
Required qualifications of candidates, and
Reporting relationship and coworkers of a particular job.

Job descriptions are based on objective information obtained through job analysis, an
understanding of the competencies and skills required to accomplish needed tasks, and
the needs of the organization to produce work.
Job descriptions clearly identify and spell out the responsibilities of a specific job. Job
descriptions also include information about working conditions, tools, equipment used,
knowledge and skills needed, and relationships with other positions.
The best job descriptions are living, breathing documents that are updated as
responsibilities change.
The best job descriptions do not limit employees, but rather, cause them to stretch their
experience, grow their skills, and develop their ability to contribute within their
organization.
Why is a job description important?
A job description has four main uses:
Organization - it defines where the job is positioned in the organization structure. Who
reports to whom?
Recruitment - it provides essential information to potential recruits (and the recruiting
team) so that they can determine the right kind of person to do the job (see person
specification)
Legal - the job description forms an important part of the legally-binding contract of
employment
Appraisal of performance - individual objectives can be set based on the job description
Contents of Job Description
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Following is a quick look at the categories that make up a well-written job description:


Title of the position



Department



Reports to (to whom the person directly reports)



Overall responsibility



Key areas of responsibility



Consults with (those who the person works with on a regular basis)



Term of employment



Qualifications (necessary skills and experience required)

Tips:


Don’t rely solely on a job’s history as you’re putting together a job description for
today. Focus instead on what the job needs to be in light of the organization’s
current needs and long-term objectives.



A task is what the person in the job will actually do. Qualifications are the skills,
attributes, or credentials a person needs to perform each task. Clarify the actual
tasks and responsibilities before you start thinking about what special attributes
will be needed by the person who will be fulfilling those responsibilities.



A well-written job description consists of more than a laundry list of the tasks and
responsibilities that the job entails. It reflects a sense of priorities.



Credentials (such as degrees and licenses) are absolute necessities in some jobs.
The thing you want to make sure of, however, is that whatever credentials you
establish have a direct bearing on the candidate’s ability to become a top
performer.



The job you describe must be truly doable. When you’re lumping several tasks into
the same job description, make sure that you’re not creating a job that very few
people could fill.



Use specific language. For example:
Too General

Specific
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Computer literate

Proficient with Microsoft Word, Excel,
QuickBooks

Good communication skills

Ability to communicate technical
information to nontechnical audiences

Handles administrative chores

Receives, sorts, and files monthly personnel
action reports

Warning! A job description is generally regarded as a legal document. Any references to
race, color, religion, age, sex, national origin or nationality, or physical or mental disability
is illegal.

8.8 H.R Management
Q. Define HR Management

Human Resource Management (HRM) is the function within an organization that focuses
on recruitment of, management of, and providing direction for the people who work in the
organization. Human Resource Management can also be performed by line managers.
Human Resource Management is the organizational function that deals with issues related
to people such as compensation, hiring, performance management, organization
development, safety, wellness, benefits, employee motivation, communication,
administration, and training.
Human Resource Management is also a strategic and comprehensive approach to
managing people and the
workplace culture and environment. Effective
HRM enables employees to contribute
effectively and productively to the overall
company direction and the accomplishment of
the organization's goals and objectives.
Human Resource Management is moving away
from traditional personnel, administration,
and transactional roles, which are increasingly
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outsourced. HRM is now expected to add value to the strategic utilization of employees
and that employee programs impact the business in measurable ways. The new role of
HRM involves strategic direction and HRM metrics and measurements to demonstrate
value.

8.9 Ergonomics
Q. What is Ergonomics?
Employees in offices who work as computer programmers, accounting clerks,
accountants, office maintaining people , assemblers in production department of
electronic industry normally suffer from back-pain , joint pains, sodalities etc. Employees
in the chemical industry and cement industry suffer from lung disease and other
occupational diseases. Thus, several problems are caused due to mismatch between the
employees sitting posture, standing posture, physical moments at the work place and the
requirements at the work place. These are mostly due to non-suitability of furniture
design, space utilization, and physical work environment at the place with the
requirements of the operations at the work place.
Companies started studying their furniture, their work environment and space utilization
the purpose is to provide these facilities as per the requirements of the operations and
employee's physical comfort and convenience while carrying out the operations.
Meaning: Ergonomics refers to matching the work environment to the employee's body
moments and conveniences. The purpose of ergonomics is to save human resources,
protect employee's health and maximize productivity.
Advantages:
i)

Reduction in employee health problems like back pain, joint pains and
lung diseases.

ii)

Increase in productivity due to efficient utilization of human resources.

iii)

Reduction in absenteeism.

iv)

Reduction in error rates, break-downs and spoilage

v)

Saving on time and human resources.
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vi)

More open communication, social interaction and open consultations
among employees due to open-space concept.

vii)

Minimizing in status reduction which increase upward communication.

viii)

Increase in inclination among employees at the work place rather than
around.

ix)

Improves levels of employee job satisfaction.

8.10 Communication

Q. How Can Effective Communication Increase Productivity As an HRM?
Communication is what makes the world spin. It's how information is shared, news is
spread and lives kept safe. Effective communication has an incredible impact on the
productivity of Human Resource Management (HRM) because without it there are
frustrated employees, confusion in the workplace and unhappy customers in the end.
From hiring and firing to developing and enforcing company policy, communication is
what a good HRM department is built.
Facts
o

Effective communication in HRM provides clear and comprehensible
direction and information. Most people just want to know why something is
happening or why he is being required to follow a policy. When effective
communication is in place, employees receive accurate, timely information
making them feel appreciated and respected.

o

The primary function of effective communication in HRM is to empower the
employees. With the proper information, a rewards system and effective
policies in place, employees feel empowered and motivated to do their jobs
to the best of their ability. Communication keeps everyone in the know and
dispels any wrong information or confusion.

Function

Significance
o

Effective communication in HRM is significant because without it
productivity will decrease and leave the company or organization in chaos.
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When there is a lack of effective communication from HRM people will lead
themselves. When this happens there isn't one vision, but multiple ideas
and plans that don't work together to reach the same goal.
Effects
o

The effects of good communication in HRM are a healthy and thriving
corporate culture. Corporate culture is the intangible norms that make a
particular group unique to itself. The more effective the communication, the
more respected and honored employees feel. This leads to a positive culture
which motivates people to work harder and look forward to coming to
work.

Misconceptions
o

Many people think communication is limited to what is said, but HRM
makes a deeper impact by what is not said. This is called nonverbal
communication. It's the way HRM treats the employees, the time they give
or don't give and the rewards or lack of celebration they provide. Nonverbal
communication sends a greater message than verbal communication.

8.11 Organizational Norms
Q. Why is culture so important to an organization, what influence does it have on an
organization? How does one go about building, influencing or changing an
organization's culture?
Norm
Acceptable standards of behavior within an organization that are shared by the group’s
members or Norms can be defined as attitudes and behaviors common to members of a
particular group, or what they believe is “normal”.
For example, most cultures require that people wear clothes. Some even have laws to
enforce this dictum: in many western countries, a naked person in public will be
arrested with a charge of “indecent exposure”.
We have norms about how we speak. How you address your grandmother is probably
different to how you talk with your spouse, and this is also different to how you speak
to your boss, or your children. Your choice of words, your tone, and your body
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language are all norm-based.
Nearly everything in human society is governed by norms of some kind. This is why
it feels so strange to go to a very different culture, where their norms are so different
to what we are used to – but it is normal to them. As groups, organizations have their own
norms. When you move from one job to another, whether between companies, or even
within the same organization, part of learning your new role is not just understanding the
tasks you must perform, but also the unwritten rules – the norms – associated with that
task.
You will be assimilated!
People talk about conformity like it’s a bad thing. Yet imagine if there was no
conformity, and we disagreed on what product to manufacture, its color, which way
to distribute it, or even on the cost. We need a certain amount of agreement to get
things done: we have to conform in some way.
However, conformity is not good when it causes problems. Here’s a practical
example. The management of a large organization noticed that many of their specialist
employees were resigning. They paid consultants to prepare a report based on the exit
interviews of the employees who left over a six-month period. The report clearly
found that the main reason employees were leaving was that they thought their
managers were incompetent. The report recommended that managers be properly
trained in people skills, and the findings were presented to the upper management
board. The managing director immediately dismissed the report with a wave of his hand.
“The number of employees leaving is not very many,” he said. “Management training
is far too expensive. Anyway, our managers are smart; if they are any good, they
should be able to figure it out for themselves. What do these consultants know? They
don’t work here. This is not an important issue.” The rest of the management group
were quick to agree, and moved on to the next item on the agenda.
What happened here? One of the norms in this organization is: “Agree with the boss,
no matter what”. Many people in organizations fear a reprisal if they oppose powerful
points of view. Another of the norms here is: “Don’t admit shortcomings.” If the
report is accurate, then it also implies that the management board is no good. Yet the
board is not willing to correct the situation; they deny it even exists.
Here we have a situation known as groupthink: where the group prefers a state of
harmony rather than properly evaluate situations. These groups also tend to be
overconfident in their own abilities. Groupthink can cause a lot of problems: in this
case, the organization is losing a lot of money by paying the consultants for nothing,
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losing good employees to the competition, and allowing disruptive problems to
continue.
So conformity is not good if it is followed in order to please others or avoid conflict,
but it is needed to a certain degree to get work done. Norms, which provide a certain
amount of conformity, not only show what is acceptable behavior within a group,
but give a sense of shared values.
The norms and values of any organization define its culture. Norms are the attitudes
and behaviors of the members of that organization, and the values are what are
important to those members. Norms give a sense of shared values, but values can also
create their own norms.

8.12 Personal effectiveness
Q. Do you think you are a productive person? If yes, then how you have increased your
productivity level? If not, then what measures can be taken to get productive and
effective person?
Everyone wants personal effectiveness but what does it mean? It must be something
different from simply achieving our goals because we could do so in a very wasteful,
overly time consuming or sloppy way. We could define it as making best
use of our time and all other personal resources at our disposal. This
means achieving our goals efficiently. It's like investment, getting the
best possible return.
Personally effective people are thus more than just people who get what
they want. They really have two qualities: They make good use of their
resources and they are skilled at achieving their goals. Whether you
want to be a successful sales person or good in sports, being effective means a
combination of effiency and skilled execution.
People are personally effective in different ways because everyone has different goals,
values and priorities. Skilled communicators, for example, can be effective in numerous
ways depending on what they want to achieve. Those who want to entertain people have a
good sense of humor. If they want to wow large audiences, they must have excellent
presentation skills. Similarly, a coach needs to communicate sensitively and be a good
listener.
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What does personal effectiveness mean to you?
Which of these goals mean something to you?
 Getting my work done to high quality standards
 Taking care of my family and making them happy
 Career advancement
 Influencing people
 Making and keeping new friends
 Earning a lot of money
 Earning the respect of my colleagues
 Becoming an expert in my field
 Or something else
People who are personally effective make good use of their skills. They don't squander
them. They use them to achieve their goals and do so in a way that is efficient and cost
effective.
How can you become more personally effective? Start by clarifying your goals, values and
priorities. What is it that you want to achieve, in the short term at least, if you aren't sure
about the longer term? What skills do you need to acquire in order to achieve your goals?
Then: what is the most efficient, easiest way you can get what you want? That is, how can
you apply your skills? How can you invest your time and effort to get the best return on all
your efforts and talents?
Personal effectiveness and self-confidence
It is hard to be effective if we aren't confident. Our confidence grows when we play to our
strengths and have a confident attitude. Confidence isn't based on the way we are or what
happens to us as much as you would think. It's just that we tend to blame circumstances
for our failings so we don't see that it's all between the ears. That is, it's not how we are
but how we see ourselves that counts.
To build and maintain strong self-confidence, it's important to say positive things to
yourself. Whenever you catch yourself strongly criticizing yourself, stop and say some
positive things, like recalling your good qualities, things you have achieved or things you
have done for others. Also, watch who you compare yourself to. It's good to have role
models but there's no use beating yourself if you can't be like your favorite rock star or
movie star. Pick realistic role models and don't forget to compare yourself with people
who aren't doing as well as you. Even if you haven't achieved much in your life, try to do
nice things for others. That makes you a better person and is something to be proud of.
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9. EMPLOYEE COMPENSATION
9.1 The Compensation Program
Q. What are the objectives of compensation program and how do these influence on
the reputation of an organization?
Compensation is an integral part of human resource management, which in turn is a vital
component of the management of the enterprise. Compensation work in all it forms
should contribute to the success of the organization and serve the direct participant to the
organization. Compensation work must recognize that the functional areas of human
resource management are interrelated and that, they support the basic strategy, goals and
values of the organization. See the figure below:
Compensation, Human Resource Management and Business.

Business Involves

These operations

Design

Make

Done with these operations

Sell

Provide Services

Financial Resources

Human Resources
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Human Resource Management Involves

Benefits

Employment

Training

Organization

Employee Relations

Communication

Compensation

Each area of professional specialist work interrelates with every other

Objectives of Compensation Program
A sound compensation program should strive to meet the following objectives:
•
•
•
•
•
•
•

Serve all stake holders
Be simple
Identify compensation needs
Group employees properly
Include a process for developing a compensation program
Reflect company culture and values
Be skilled in the art of managing change.

Recommended Process for Developing a Compensation Program
8. Identify needs, problems or opportunities focusing on such method as
•
•
•
•
•

Data analysis
Report issues
Discussions with managers
Discussion with employees
Personnel audits

9. Develop objectives
•
•
•
•

Set specific goals
Consider impact on human resources management program
Schedule
Consider resources available

10. Conceptualize the answer early in the work and at first as a broad sketch,
238

considering:
•
•
•
•

Company characteristics
Company practices
Company culture
Employee reactions

11. Testing and specific program design, which may involve:
•
•
•
•

Legal, tax , and accounting considerations
“What-if “ gaming and modeling
Comparative analysis with alternative answers
Evaluation against company plans and forecasts

12. Implementation
13. Evaluating the effectiveness of the program
14. Review
Pay systems profoundly impact organizational success. The way people perform their
work is greatly shaped by how their total reward system is designed, communicated, and
managed.
Effective pay systems are designed as an extension of corporate strategy and culture. They
reinforce an organization's ability to successfully compete in an open market.

9.2 Job Evaluation
Q. What is the purpose of conducting job evaluation and whether all jobs are included in job
evaluation?

Job evaluation is a way of breaking down a job into measurable parts, so each part of a job
can be given a points value. To do this, job evaluation looks at all aspects of the job. Job
evaluation is about the job and not the person doing the job.
Process of systematically determining the relative worth of jobs to create a job structure
for the organization. Depending upon the characteristics and requirements of a job. These
relative values of jobs assist in deciding wage rate and salaries for different jobs.
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Main stages in the job evaluation

Strategic
Objective

HR Plan

Job
Analysis

Job
Evaluatio
n

Reward
structure

Some Major Decisions in Job Evaluation
•
•

Determine overall strategy & objectives determine overall strategy & objectives
To get right people with right skill in the right place to get right people with right
skill in the right place at the right time.

Getting information about job.
•
•

Obtain involvement of relevant stakeholders Obtain involvement of relevant
stakeholders
Evaluate plan’s usefulness Evaluate plan’s usefulness.

Job Evaluation Methods
Job Ranking
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The different jobs, depending upon their requirements, responsibilities involved and
their importance to the organization ere ranked, graded or placed from top to bottom.
Job Classification
Jobs are classified or graded in groups or levels of equal skill, difficulty, responsibility,
importance and requirements. Classes or grades are defined to describe a group of jobs.
Point Method
Each job is divided into a number of factors which are further divided into grades or
degrees. Each degree is awarded certain points, these points are totaled and then they
indicate the importance of job.
Factor Comparison
This method depends upon four factors.
•
•
•
•

Skill (the experience, training, ability, and education)
Mental or Physical effort (the measurement of the physical or mental exertion
needed for performance)
Responsibility (the extent to which an employer depends on the employee to
perform the job as expected, with emphasis on the importance of job obligation)
Working condition (hazards, dust, smoke, noise, temperature etc)

Comparison of job Evaluation Methods

Ranking

Classification

Advantages
Fast, simple, easy to
explain, suitable for small
organizations, not
expensive
Can group a wide range of
work together in one
system, simple, more

Disadvantages
Not very accurate, not
useful for large
organizations, least used
method.
Not useful for large
organizations, time
consuming, not involves
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Point

Factor Comparison

accurate than ranking
method.
Compensable factors call
out basis for comparison.
compensable factors
communicate what is
valued
Find wages for a job, wages
can be calculated speedily,
greater consistency in the
judgment, size of jib can be
measured.

detailed job analysis.
Can become bureaucratic
and rule bound

Expensive, time consuming

9.3 The Compensation Structure
Q. How a new compensation structure should be developed that provide flexibility and
opportunities for employees?
Job Structure and Evaluation System
Creating an effective compensation program requires a thorough understanding of an
organization's jobs – in particular, the relationships between job functions, titles and
families. This lays the foundation for the development and support of a sound pay for
performance system that has accurate and current job information.
Salary Structure
Salary structures provide a framework for organizations to manage employee base
salaries. A salary range within the pay structure typically encompasses a particular
grouping of jobs (e.g., jobs with similar job responsibilities and levels, employee skill sets
and strategic importance to the organization). The pay levels associated with the salary
ranges (i.e., minimum, midpoint and maximums) are developed based upon the
organization's overall compensation strategy and pay positioning.
Pay Equity
Pay equity issues arise from flaws in the compensation process that will continue to
produce issues unless they are "caught" with audits and redesigned. Compensation
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process flaws can impact employee morale and motivation because of a lack of trust in the
pay system, and impact the bottom-line because of compensation cost creep versus
competitors.
Internal Equity
The internal equity method undertakes the job position in the organizational hierarchy.
The process aims at balancing the compensation provided to a job profile in comparison
to the compensation provided to its senior and junior level in the hierarchy. The fairness
is ensured using job ranking, job classification, level of management, level of status and
factor comparison.

External Equity
Organizations set the compensation packages of their employees aligned with the
prevailing compensation packages in the market. This entails for fair treatment to the
employees. At times organizations offer higher compensation packages to attract and
retain the best talent in their organizations.
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After determining internal equity relationships among jobs, and Identifying competitive
pay practices in the market place, the next order of business is the design of a pay
structure.
The Architects of the Pay Structure Must:
Establish a pay policy line.
•
•
•

Design pay grades using pay grade minimum and maximum and desired spreads of
the range.
Determine overlap between pay grades.
Determine if the organization needs more than one pay structure and why

Decisions that provide guidelines for the compensation manager to follow in developing a
pay structure are made at the highest levels of the organization.
These policy decision include
•
•

Minimum and maximum levels of pay.
The general relationship among pay levels.
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•
•

Whether or not the pay structure should lead or lag or lag\lead the market.
The division of the total compensation dollar.

10. REWARD AND PAY PLANS

10.1 Types of Employee Rewards

Q. employee recognition becomes even more important. A well designed program can
lift morale, improve productivity and give companies an edge over the competition.
What can you do to ensure your program is delivering these benefits?

Employee rewards are an excellent tool to recognize good
performance and make the employee feel valued and
appreciated. There are many ways to reward employees that
involve both monetary and non-monetary efforts. At times a
simple "thank you" can go a long way. The important thing
about employee rewards is that they must be fair to all
employees and given in appropriate situations. The company
policy on employee rewards should be specific and clearly
defined.
Monetary Rewards
Monetary rewards are given for a variety of reasons. Some examples are meeting sales
goals, achieving quality, outstanding performance in a given situation, or delivering a
special project. Typical rewards are money in a form of a bonus, trips paid for by the
company, gifts from a rewards catalog, or services such as cell phone or paid cable.
Non-Monetary Rewards
Non-monetary rewards are given for going above and beyond as a team player, perfect
attendance, or learning a new skills. Examples of non-monetary rewards are movie
tickets, restaurant coupons, certificates, thanks from the bosses, flexible schedules, a day
off, picnics, recognition of birthdays, and free lunches.
Other Rewards
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Other types of rewards can also be given to employees. Some examples are a parking
space, outstanding employee plaque, corner office space, personalized items (brief cases,
day planners), shirts, jackets, and employee discounts. Regardless of the type of rewards
given, be consistent and fair in delivering the rewards program.

10.2 Government Influence on Compensation
Employees receive compensation from a company in return for work performed. While
most people think compensation and pay are the same, the fact is that compensation is
much more than just the monetary rewards provided by an employer. According to
Milkovitch and Newman in Compensation, it is "all forms of financial returns and tangible
services and benefits employees receive as part of an employment relationship" The
phrase "financial returns" refers to an individual's base salary, as well as short- and longterm incentives. "Tangible services and benefits" are such things as insurance, paid
vacation and sick days, pension plans, and employee discounts.
Public sector compensation is becoming a high-profile policy issue. While private sector
wages and benefits have stagnated during the recession, many governments continue to
increase compensation for public sector workers. At the same time, there are growing
concerns about huge underfunding in public sector retirement plans across the nation.

10.3 Job Evaluation and Pay Structure
Q. if underpaid, a person may reduce his effort or try to obtain a raise; if overpaid, a
person may increase efforts or work longer hours without additional compensation,
how a best pay structure should be designed to facilitate the workers and get the best
out of them?
As organizations grow, having a well designed relevant pay structure becomes
increasingly important to differentiate between different job roles. Is this important? Key
benefits include establishing a clear system capable of managing jobs at different levels.
By setting the framework that determines pay ranges for jobs and job holders, they also
help to communicate and explain the relationship to people management policies,
including career progression.

A tailored approach
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Reward First ® People Consulting works with clients to develop the right pay framework.
From initial brief, through to design, implementation and evaluation, we ensure that your
pay structure is fully capable of delivering your organizational goals by:






Designing and implementing new pay structures which may vary for different
employee groups.
Pay structure examples include Job family; narrow grades; broad bands; career
family etc.
Developing pay structures underpinned by proprietary or bespoke job evaluation
systems.
Reviewing your existing pay structure and recommending improvements where
this is relevant.
Establishing pay or salary progression frameworks linked to your pay structure.

10.4 Individual Incentives
Q. What types of individual incentives are awarded to employees for showing better
performance?
Q. Will Individual Teacher Pay for Performance Schemes Increase Students
Performance - Probably Not?
Individual incentives are used by companies as a means to motivate employees by
providing them the opportunity to earn additional income. Incentives often take the form
of cash, but they can also be paid in the form of a product or a family vacation. In some
cases, incentives can make up the bulk of an employee's income, such as a salesperson
who is compensated on a commission basis.
Bonuses
Bonuses are typically made to employees who reach specific performance levels.
Salespeople may be paid bonuses for attaining sales goals. Accountants can receive
bonuses for reducing expenses to a certain level. In some cases, the employee may not
know the amount of bonus she will receive until it is actually awarded.
Commissions
Commissions may be used as a form of incentive for salespeople. Those who work on
commission typically receive income based on a percentage of the revenue that they
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generate, with no limitations placed on potential earnings. As a result, individuals who are
highly motivated by money may relish working on commission since income is strictly
tied to their productivity.
Profit-Sharing Plans
As the name implies, profit-sharing plans are when a company shares a portion of its
profits with the employees, which may motivate them to increase productivity and limit
waste. Profit-sharing usually occurs on an annual basis and may be in the form of
company stock or a contribution to a retirement plan. A profit-sharing plan may also be
offered as part of a recruiting package to attract new employees.
Piecework
Piecework plans are similar to commission plans in that they reward employees for high
productivity. They may be used in an industrial setting, such as in a warehouse where
workers receive an increased hourly wage based on the amount of freight they move.
Piecework can also be used in a production setting, where employees receive additional
income in accordance with the number of goods they can produce by the end of a shift.
Referrals
Referrals are used to motivate employees to recruit new workers into a company. The
employee may receive a fixed amount of money once the new employee has achieved a
specified length of tenure, such as 90 days. In a sales setting, a salesperson may receive a
percentage based on the amount of commission that his recruit earns.

10.5 Group Incentive Plans
Q. Whether group incentives plans add performance increment to the organization? If
yes then how??
Q. Whether group incentives plans add performance increment to the organization? If
yes then how??
Group incentive programs are award programs that deliver lump–sum cash payments,
time–off awards, and/or informal recognition items to groups of employees who meet or
exceed pre–established levels of organizational performance. Designing effective group
incentive programs can be key to achieving organizational goals.


Design Features
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Gainsharing and Goalsharing

Design Features, Group incentive programs can cover groups of employees as large as an
entire agency or as small as a work unit or team. No matter how large or small the group,
an incentive program should include the following design features:
 Measurable Performance. Group incentive programs require reliable, accepted
measures of performance. The program must express desired goals in terms of
those measures. The measures can be quantitative or qualitative and are
sometimes expressed in financial terms.
 Specified Performance Period. Group incentive programs must select a time
frame to measure the group's performance, for example, annually or quarterly.
Effective incentive programs ensure clear communication with employees about
program time-frames and expectations.
 Threshold for Payments. Organizations should grant group incentives based on
the goals established at the beginning of the performance period. Payouts are made
at the end of the performance period each time a group meets or exceeds the
established goal(s).
 Payout Formulas. Programs should have clear, understandable payout formulas.
If the goal requires some kind of financial gain or savings, those savings usually are
split between the agency and the employees. If the goal is to improve performance
to a certain level, organizations should distribute funds specifically budgeted for
the incentive program.
 Employee Participation. High involvement of employees and their
representatives at all stages of program design and implementation increases the
likelihood that they will understand and accept the program. Involving employees
has the unique advantage of allowing them to understand the overall objectives of
the organization as well as their specific role in meeting those objectives.
 Agency Commitment. Group incentives are powerful but time-consuming
management tools. Organizations must commit to a high level of communication
and participative management. The program's success depends on the level of
upper-management support it receives.
Gainsharing and Goalsharing. In the Federal Government, agencies frequently use two
forms of group incentive programs – gainsharing and goalsharing.
Gainsharing is a reward program that allows employees to share in an award based upon
productivity gains or savings in excess of a predetermined baseline of performance. If an
organization's goals include improving productivity, reducing waste, reducing costs,
and/or creating a savings in production costs, a gainsharing program focuses employees
on those goals. The most important difference between a gainsharing and a goalsharing
program is that a gainsharing program is self-funding. Therefore, it requires reliable
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financial measures to calculate the “gains” (i.e., profits or savings) that the organization
and employees will share.
Goalsharing is related to gainsharing but often is not financially driven. Instead of
focusing on productivity gains, a goalsharing program establishes goals that support the
organization's mission – goals such as improved customer satisfaction or improved
program effectiveness. A goalsharing program distributes a payout to employees when
the group meets or exceeds pre-established goals and usually is not self-funding. Many
authors refer to a goal sharing program as a “family of measures” gainsharing program.

10.6 Team Based Compensation
Q. In the light of choosing between individual, team or simultaneous reward systems,
how do organizations argue for their chosen team based reward system?
Team Definition (Katzenbach & Smith, 1993)
•
•
•

Group of employees whose members are mutually accountable to each other for
common goals.
Team members interact on a regular basis.
There is the possibility of synergy between team members.

Size of team is between 2 and 25 members.
Types of Teams


Work Team
–
–



Controls a business process such as customer service or manufacturing.
Product or service quality is a key criteria.
Permanent work assignment and full-time commitment.

Project Team
–
–

Project is limited by completion time such as new product design or
construction project. Delivery time, budget variance and design quality
are some criteria.
Full-time commitment; after project team members are reassigned to
different projects.
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Parallel Teams
–
–
–

Used to solve specific problems such as quality, safety, employee
grievances or impact of technology change.
Used in parallel to functional units where employees spend most of
their work time.
Requires only a part-time commitment as team member.

Monetary Team Rewards
•
•
•
•
•

Team Bonus - Cash payment to tied to achieving major team performance outcome
and allocated on non-recurring basis.
Team Merit Pay - Cash adjustment to salary tied to achieving team behavioral and
performance outcomes.
Skill-based Pay - Adjustment to base pay rate of team members tied to team
competence level.
Gainsharing - Share gains of unit/department with interdependent teams.
Spot Cash Rewards - Discretionary basis.

Non-Monetary Team Rewards
•
•
•
•

Team Recognition Reward - Public ceremony or announcement in company
newsletter.
Team Celebration - Celebrate team “win”; includes special dinner, ticket to sports
event, etc.
Merchandise - Team jacket, pin, emblem to build team identity and “espirit de
corps.”
Travel - Team members (and possibly spouses) travel to resort for relaxation and
fun - often used for sales teams after successful marketing “push.”

10.7 Executive Compensation programs
Q. What are a reasonable pay differential between the highest paid employee (such as
the CEO) and the lowest paid employee in your organization?
Q. Do you think people should get a bonus if the company is losing money?

•

Executive compensation is how top executives of business corporations are paid.
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•
•

The purpose of compensation of an executive is for an individual who is in
a management position at highest levels.
This category includes presidents’ vice presidents
managing directors and general managers.

Features of Executive Compensation
•
•
•
•

Managerial compensation cannot be compared to the wage and salary schemes
meant for in other employees in organizations.
Executives are denied the privilege of having unionized strength.
Secrecy is maintained in respect of executive compensation.
Executive pay is not supposed to be based individual performance rather on
organizational performance.

Means of Compensation
There are four basic tools executive compensation packages in organization. These are:
•
•
•
•

Base salary.
Allowances.
Incentives.
Perquisites.

Compensable Factors
•
•
•
•
•
•
•
•

Job related experience.
Training time required.
Frequency of review of work.
Utilization of independent choice.
Frequency of reference to guidelines.
Frequency of work transferred through supervisor.
Analytical complexity.
Time spent in processing information.
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Compensation System

Direct
Compensation

Indirect
Compensation

Base Pay

Salary

Protection program

Merit Pay

Wage

Pay for Time not
Worked

Services and
Perquisites

Medical Insurance
Vacations
Life Insurance
Holidays
Disability Income
Sick Leave
Pension
Jury Duty
Social Se
curity

Recreational
Facilities
Car
Financial Planning
Low cost or free
meals

Incentive pay

Deferred Pay

Bonus

Saving Plans

Commission

Stock Purchase

Piece rate

Annuity

Profit Sharing
Stock Option
Shift Differential
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10.8 International Compensation
Q. what do you understand by international compensation, how does it differ from
individual and team based compensation
Before starting international compensation its better to understand some terms used in
international compensation programs. These are:
 Host country nationals (HCN)
o Local citizens working for a foreign company.
 Expatriates
o People working for a company from their native country but in another
country.
 Third Country nationals(TCN)
o People working for a company with ownership and at a location which is
different than their own country.
Objectives of International Compensation
•
•
•
•
•

Attract Individuals who are competent and interested in International
assignments.
Facilitate movement of expatriate from one subsidiary to another, from the home
country to subsidiaries and from subsidiaries back to home country.
Provide a consistent and reasonable relationship between the pay levels of
employees at headquarters, domestic affiliate and foreign subsidiaries.
Be cost effective by minimizing unnecessary expenses.
Be consistent with the overall strategy, Structure and business needs.

Components of Compensation
Elements of Compensation
•
•
•
•
•

Base Salary
Incentives/Variable Pay
Allowances
Long Term Benefits
Taxes

Base Salary
•

It’s common in any compensation strategy whether domestic or foreign.
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•

The base salary is the foundation block of international compensation whether the
employee is TCN or PCN.

Incentive/Variable Pay
•
•
•
•

A growing number of Multinational Companies MNCs have dropped ongoing
premium for overseas assignments and replace it with a one time lump-sum
premium.
Even in domestic MNCs are preferring one-time premium s to periodic salaries.
Yahoo.com has dropped the CEO’s salary to some % but they are entitled to benefit
from a discretionary bonus in the form of in a fully vested stock option of up to 1
million shares/annum.
Google Inc has done the similar thing.

Allowances
•
•

They are inevitable feature of international compensation.
One common allowance relate to the cost of living – an adjustment for differences
in the cost of living between the home country and foreign assignment.

Popular Allowances
•
•
•
•
•

Spouse allowance
Housing allowance
Home leave allowance
Relocation allowance
Educational allowance

Foreign Service/ Hardship Premium (Allowance)
•
•

This is perceived as an inducement in the form of a salary premium to accept an
overseas assignment.
Generally salary premiums vary from 5-40 % of the base salary.

Taxes
MNCs generally select one of the following approaches to tackle international taxation.
•
•

Tax Equalization
Tax Protection
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Tax Equalization
Organizations withhold an amount equal to the home country tax obligation of the PCN
and pay all taxes in the host country.
Tax Protection
The employees pay up to the amount of taxes he or she would pay on remuneration in the
home country.
In such a situation the employee is entitled to any windfall received if the total taxes are
less in the foreign country than in the home country.

10.9 Pay for Performance
Q. Why Do Some People Contend That Pay Isn't a Motivator?
Q. If There's No Perfect Way to Measure Employee Performance objectively
and meaningfully, how do you Manage “Pay for Performance Schemes”?
It is any type of financial reward that is provided only when certain specified performance
result occurs. It can be called as Variable pay or Contingent pay.
Objectives Pay for Performance (PFP)
•
•
•
•
•

Motivation
Increase the commitment
Reinforce cultural values
Alignment with company performance
Discriminate equitably between employees based on performance.

PFP Obstacles
•
•
•
•

Poor perceived connection between performance and pay.
The level of performance pay is too low relative to basic pay. The cost of more
highly motivating programmes may be prohibitive.
Lack of objective, countable results for most jobs, requiring the use of performance
rating.
Faulty performance appraisals systems, with poor cooperation from managers,
leniency bias in the appraisal and the systems change.
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•
•

Union resistance to such systems and to change in general.
Poor connection between PFP outcomes and corporate performance measure

Short Term PFP Plans
•
•
•
•

Merit Pay
Lump-sum bonuses
Individual spot award
Individual incentives

How Do You Select a PFP System?
In designing a PFP system three major questions should be asked.
1. Who should be included in PFP system?
2. How will performance be measured?
3. Which incentives will be used?

Who should be included in PFP system?
In general all groups should be included in a PFP system; with one critical condition i.e.
The PFP system should be developed with specific groups and conditions in mind. Many
companies have different PFP systems for various classes of employees. Some companies
have reward systems that are compatible with the culture that attempts to minimize
the distance between people at different levels in the organizational hierarchy.
How will performance be measured?
By using different Performance Appraisal Techniques.
Which incentives will be used?
Incentives are used on the basis of Merit-Pay plans. They are
1. Use a bonus system in which merit pay is not tied to basic salary.
257

2. Maintain a bonus ranging from 0 to 20% for lower pay levels and from0 to 40% for
higher pay levels.
3. Take performance appraisal seriously. Hold raters accountable for the appraisal and
provide training.
4. Focus on key organizational factors that affect the pay system. Information systems and
job design must be compatible with the performance measurement system.
5. Include group and team performance in evaluation. evaluate team performance
wherever appropriate and base part of individual part of merit pay on the team
evaluation.
6. Consider special awards separately from and annual merit merit allocation that
recognizes.

10.10 Case Studies
What: Case studies *
 are written summaries or syntheses of real-life cases
based upon data and research
 require you to isolate and think through
the key issues involved against both theory
and the larger comparative environment
 identify appropriate strategies for the resolution of the 'case'
 weigh the pros and cons of the remedial options/strategies
 recommend and present a rationale for the best resolution
How: The process of developing a case study:









Define the objective of the case study
Identify the important players within the organization,
the stakeholders or those who have a vested interest in the outcomes
Identify other target groups of the organization,
whether clients or suppliers
State the official mission of the organization studied
State the historical mission of the organization
State the understood mission of the stakeholders in the organization
Scale the importance of stakeholders,
whether in decision-making or effect of consequences
Outline the formal decision-making process
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Note informal decision-making processes
Identify the process of production or service delivery
Identify support mechanisms
Identify competitors

What is the organizational context of the profession or of competitors?









State the major problem
State subsequent problems and implications
State the role of management
State the role of production/service providers
Identify strategic issues
Identify decisions needed to be made
Identify risk factors
Identify historical precedents

Types of Case Studies
Explanatory: Used to do causal investigations.
Exploratory: A case study that is sometimes used as a prelude to further, more in-depth
research. This allows researchers to gather more information before developing their
research questions and hypotheses.
Descriptive: Involves starting with a descriptive theory. The subjects are then observed
and the information gathered is compared to the pre-existing theory.
Intrinsic: A type of case study in which the researcher has a personal interest in the case.
Collective: Involves studying a group of individuals.
Instrumental: Occurs when the individual or group allows researchers to understand
more than what is initially obvious to observers.
Case Study Methods
Prospective: A type of case study in which an individual or group of people is observed in
order to determine outcomes. For example, a group of individuals might be watched over
an extended period of time to observe the progression of a particular disease.
Retrospective: A type of case study that involves looking at historical information. For
example, researchers might start with an outcome, such as a disease, and then backwards
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at information about the individuals life to determine risk factors that may have
contributed to the onset of the illness.
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