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| on the organisation should be taken i

bufden : A5 ‘ ‘ ¢ taken into account. A proper job

m;ﬁys an important role in forecasting the manp:mier

requiremenf or 3.131"0]60'0- Apart from the job description and job

Waﬂ’ a precise staffing standard may be the base for calculating

e m-anl?oweir re?ugi?n;lent. It 1s hig‘hly necessary to achieve the

ot gational goal. the manpower is not required at a time while
the project. When how much and what type of manpower

T be rquu_'e_d in the project should be decided in advance.

A job spec-lﬁcatlon statement may be prepared to know the details

- persons required for'differentjobs_ List of machines, tools, equipments
and processes also (;.le(:ldes th? manpower requirement. Ide;ltiﬁcation of
jobs play 2 vital role in forecasting the manpower requirement for a project.

‘)‘mUnMENT OF APPROPRIATE MANPOWER
AfteLgl,eCiding the manpower requirement of the project, the
_ s to plan his recruitment drive to appoint appropriate
manpower for his project. There is a need to search prospective candidates
(or different posts created in the organisation structure. It is the duty of
the manag the right person for the right job with
e ation, experience, skill and knowledge. The selection should be
“he most appropriate time and appropriate place. Recruitment of
iate manpower has become a complex problem in the present
1ess environment. Almost all the big organisations have a separate
department called the ersm department to perform the function of
s d related activities. 'Bﬁt'éﬁlaﬂ'&géﬂiéaﬁo}ﬁ cannot afford

b

t for the same. The entrepreneur has to do
itment of appropriate manpower is
on others to perform this task.

ess of overin :

e [10

te a 'ar epart
exercises so far the recru
or else he has to depend

the appropriate sources anc selecting the ap propriate persons
riate jobsis a complex pro- em and one has to approach 1t
. Due to this clever employers ow__s@ggtegil‘g'ggg‘
bring more specia sation to the process of recrut ment. In
- entrprenerﬁw y depen .upon.tfle.consultapts
ar reqt of using scientific selection

. -ements with an aim |
appropriate talent for the job. In
lection and recruitment O

rt 7a due to the advancemer
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A small organisation cannot afford to have a Separate y,,
department to scientifically test, select and appoint app ropriate m, a |
for different jobs. Hence, they prefer to pay a small fee to the con suiﬁw&
to do the job for them. Secondly, the cost of selecting is sq large and?_"‘li
consuming that many organisations prefer to get the works done thrr-lmﬁ
others. The entrepreneur should keep in mind that, if 3 person DOSS:‘!%
more abilities than the requirement, he may be considered unfit fo;. tﬁ
Job. He cannot work properly as per the requirement of the Post. Sq Whi]:
appointing, the capability of the person and the capability required fop
job should be matched. It is just like arranging marriage betweep the
most handsome boy and the most ugly girl even if both of them are Otherwig,
suitable in all other respect.

Different sources of Recruitment

The sources of recruitment may be broadly divided into two
categories, such as; internal sources and external sources. Interng]
sources includes—transfer, promotion and own training centers. Externa]
sources include—advertisement, campus interview, walk-in-interview,
employment fair or job mela, consultancy organizations, employment
exchanges, direct recruitment, unsolicited applications,

recommendations, labour contractors, placement cell/employment
bureau, other similar organizations, etc.

\/)a(jjiﬁources

Transfer. Und_er_ this system, recruitment is made by
transferring employees from one post to another. The employer makes
a search effort among its employees and the eligible/capable/suitable
‘individuals are shifted from their posts to other posts or new posts and
“the process is called transfer, Transfer usually does not, inyolve o
- extra financial beneﬁtﬁ-mm.f.ﬂﬂl_oﬁg.‘Employeeé are simply shifted
from one job to another or one place to another for administrative

Promotion. Under this's stem, positions T posts are ﬁlle_d up
by\lé;qding persons to higher status b Ons or po p——

Pifer posts Here there B B e el e,
responsibilities, stmuwgeraﬁ0n’$

filling vacancies of higher posts hy ; o

OWer g a eto . &

i A D e t—— -Itis a sort career ad\ufa.lflt-‘ﬁﬂ""t
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mployee. Promotions are usually based on seniority or merit or
poth. [t may be time bound or may depend on the vacancy position. It
Jffers a SCOPe for self-development for an employee.

wn Training Centers. A large number of organizations have

o ened their own _Fl_ffi.‘-_mﬂg centers where they take trainees on a regular
<o develop skilled manpower as per their own need so that they
«m‘{rﬁlted as and when they are required. They provide both theory

W@tyal skill to the trainees for a definite period of time.

der this system, fresh students are selected and are given training in
Jarious Kills, Some of the successful trainees are absorbed by the
organization itself and some find employment elsewhere. Such training
m and managed by the employer and are provided the

entire reqmred infrastructure.

for an ©

‘)ﬂﬂnal Sources
dvertisement. Under this system, applications are invited

from eligible candidates for different pots through open advertisement
news papers, magazines, radios, TVs, etc. Such practices are common
ybig organiza ions while recru1t’?1'§'m_§her posts or post with higher
skills en the number of post 1S Tar e. Such advertisements are
.r*’" car " 1ly to create interest in t e eligible candidates. This type
-of advertlsements reaches a large number of people spread over a arge
his type of advertisement is essentlal tial when the management 1S
fﬁt'er—t;sted ed to select the best talent from a.large number of apphcants
But this process is costly as well as time consuming.
_ () Campus Interview. Now a days recruiters go to different
techmcal professional, mana mmnstltunonMe
pose of selec 'mg young ancﬁr esh talent for their manpower
equireTe Koy conduct tests, interview, etc. for the final year
students or ust passed out students and olier them pTacement méir
° anma ion. The placement céTTs of such mstltutmns grovxde Q-ll.
cessary help to cond pst, INterviews mm ns uthIl itself.
Such selected candidates re usually appointed as trainees for a definite
Mﬁdm after successful completion of their training/probation, posted
"""”‘" nted as regular employees.
) Walk-in-Interview. It has become a fashion today for the
S 40 OI‘Sa.nme walk-m-mtemews at dlﬁerent town and cities
nanpower ganizations. The venue, date, ehg'llht

are advertised 1n
m;"f ice the se! ,m rocess
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are usually conducted in big hotels or g¢ e

be available at very short n°ticemln@nt
nt can be solyeq -Under

Such interviews
places where such facilities can ;
this system urgent manpower requireme
() Employment fair/Job Mela.-It has become g fashiop, tog
organize employment fair or job mela at important places for the :u Wiy
of attracting large number of applicants for t?le PUTPOSE of recp s
A number of employers or consultants com?nned together Organ,. M
fair in important cities and towns giving wide publicity to the ¢
attract a large numbers of job seekers. The employers/consultant A
stalls inside the mela where they display their requirement. El? ODey
interested candidates come and approach the stall to make QUeripg oy
the vacancies. They submit their bio-data at the stall and after prqfi- a,-bﬂht
screeniqg they may be called for interview at a specified place ah;glnaq |
where the recruitment process is carried on. time |
p\'f"f Employment consultant. Consultanc
roviding manpower solutions are larger in numbe :
spemahzed_services to thf employers by providing appropéaiziggm

Vg,
as per their nge_my remain in touch with number of organj‘2.f:§'§'“wer
e i 1 | : 008

vent g,

Y Organj Zatigp,

: _ € certain fees fr
¢e- Employers are Usually not skilled in thzl:nthé

may be wrong selection.

mployment E :

5 X 3

recruitment of map, change, This is o very old source of
1 _

| Power, Gq o NP
g:f’"@l °ut the coungry dnﬂ%ﬂgw@t

Fmdﬂmnlnx%toc:;n fﬁﬁ‘”ﬁ*‘fﬁ*_&ﬁﬁ%f cortage of this source
e, In som, g ECt1he informag oo i names ogiers

%'m"‘l Gt Ehipg . 20Ut Various types o
e CTDIOVERY By 15 g ==TOUgH chang?
ﬁidﬁnd“n-me T e jo 2 S .Deg not char féﬁsw
Management, 14 mmwﬂ is mage _u: Uitment ofslnllerg? é'e'inl'sﬁef
ploves. * a0 agent bet:r lower and migdie level o

Scanne d with CamScanner



Scanned with CamScanner




METHODS OF RECRUITMENT

The methods of recruitment aims at the process as to hg,
appropriate candidate shall be selected for a job. There are generally ¢} 5
methods of recruitment of manpower, such as, direct method, ifldirre‘e
method and third party method. All the above methods are diswssede-ct
details below : :

~ (@yDirect Method : Under this method the employer does 4
entire process himself and does not depend on others. Employers usualle

move from one place to another in search of appropriate candidates. They
go to schools, colleges, universities, tec

hnical institutions, managemen;
institutions to look for technicians, engineers, designers, specially skillgg
persons and professionals. They take the help of suc

h institutions to conduyc
tests, interviews, group discus

sions, etc. at the same institutes to select
appropriate prospective students who may be appointed after passing thej
examinations from such institu

tes. This type of selection by travelling
employer is known as “Campus Intervie

ws”. Usually, the employers contact
the placement cell or employment guidance cell of the institutions, who
provide assistance in

attracting students, arranging interviews and
making arrangements of space for interviews, tests a

nd group discussions,
They also provide the students’ resumes or biodata. Sometimes the
employer or recruiter may reques

t the principals of different institutions
to sponsor the names of three or four deserving students from the final
year with their complete biodata, so that the employer can directly call
the candidates for interviews.

Direct method of recruitment also includes sending the recruitersto
establish exhibits at job fairs, use of mobile camp and special recruiting
booklets for the candidates to attract them.

Indirect Methods : This is the most widely adopted method of
recruitment which includes mainly advertising through newspapers
journals, magazines, technical and professional journals, etc. Nowadays,
the most common form of filling up vacancies are done through wide
advertisement in local, regional, national, international newspaper®
magazines and journals. This method of recruitment is usually adopted
for recruitment of skilled and experienced professionals for blue colld!
jobs. In case of unskilled or semi-skilled manp'ow;er, the loéal employ
“xchange or local newspaper, radio and TV may be useful.
In case of advertisement in newépapers and jdiii'héls, it shOuld e
drafted properly to attract the best talent. The advertisement should catd
brief note about the organisations, the jobs, eligibility, remuneratiq“-?ﬁ;’

men

pox nuil
ghosé

perks, fut,uz_'e prospects, etc. Sometimes the advertisers use post
system to 1nvite applications for some posts. This is adopted by

i
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Nowadays m blg cities rl]'l(l t-OWIlS 1'(-_*.(:1'uit..ment ]q ('lone th!‘Ongh “Wa]k

._torviews . Under this the employer advertige i
g:_?ga‘s'yits eligibili'ty, the date and time of'til ;i::v?oev:'v:?::l[zfml;::o mt;’
interviews, etc. Candidates are advised to come directly to the int.lz»;viéw(')s
Gt any pll*lor 1nf01‘1‘nat10n or application at the time date an(i ven
en oned in it. Any eligible candidate can go and atterjld tfle intervisii
gots a chance of being selected. Advancement in information technology

a o
e, internet, teleconference, etc are widely used in advanced countries

for thls purposes.

\;?}hird Party Method : Under this method, the recruitment is
qsuatly done through employment exchanges, private placement bureau,
snsultants, employment agencies, etc. Government employment exchanges
sie established throughout the country in each and every district as well
asin towns and cities. They usually cater to the need of the organisations
for skilled, se_mi-_s_killed, unskilled, clerical and allied manpower. The
seivices rendered by Government employment exchanges are free of cost.
While the private employment agencies and consultants provide specialised
consultancy and placement services for which they charge certain fees. In
the present day environment, consultancy organisations like, ABC
consultants, AF Ferguson & Co., Personnel Search Services, etc. play an
important role in the recruitment of professionals for higher posts. Such
private consultancy organisations are preferred because, they do the jobs
with lots of skill, talent and efficiency and select the manpower with minute

details,
CTION

~ Selection should not be viewed as a process of rejection. §_electi0n
-Wm;ﬂlnderstood to be the process of choosing an alternative from

Wﬂ a:‘{ail_gble. But, so far human résource. man?g?tt)l‘llsn:nlg
. selection refers to the process of attracting elgIv,
Prospective candidates for an organisation. This is most of the times
m".;ed with recruitment, Recruitment 18 a method or tool t0 choose
ioht posts. But, selection is a system i

%@Min its field and hence recruitment is a sub-sy> tem

it. : And henCe e e

m. 1 8 . fect match between

the %ﬁhﬁ process of ﬁx_ldmg out th_e per Ct | o

ﬁ’%@t of the jobs and the capabilities of the applicaiie “B'asfawﬂ"fble
e only when there are alternatives. If no alternativel

il e, i A

il o ] :
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selection has L0 bE INAUC depend;y,
has to be decided by the
d to the requirement. Thes

determined and as far as practicable B0HC
on such requirement. The selection cntetjﬁ
Personnel Manager and should be best Suite
selection process includes :
(1) Inviting applications. .
(2) Screening the applications rece;ved.
ing tests, interviews, etc. i
| ((i)) (ézzgﬁztmi physical and medical fitness examination.

(5) Collecting references and checking the antecedents.

(6) Verifying the certificates. .
(7) Issue of selection letters after final selection.

. Inviting Applications. The first stgp in the Selgctlpn process is
to invite applications from the eligiblelcandldates. Application form may
be designed and supplied to the applicants on request or the proforma
may be advertised according to which the apphcani_:s sl_1a11 apply. The

ain problem here is to design the proforma of application carefully so
hat the application will reveal the necessary information which are

essential for screening them. The format may be designed in such g
manner that the applicants have to give the details of their education,
training, experience, age, family back ground, previous employment,
previous salaries, reasons for leaving the previous Jobs, extra-curricular

activities, hobbies, ete. The proforma may be designed depending on the
post and the information required.



:[ onducting Tests/Interviews . After the preliminary screening

. the short-listed applicants mav ha

%ﬁ? 'inc]udfe a _writtfzn examlnatfnlr): ui)atl(l:gnf‘: m:f)lo?mefl%.?—ms

M the .Sk'l]l, intelligence, knéwledge, ﬂptitufif lfp dnir,u«a%mn,
are a. varieties of tests to examine the specific qua'l vitr:.rsrmjd} ;t d;cu,

Jfthe applu_:ants. Such.tests may be designed depending 2: rtjltx:t” :j f:;

o requll‘e_d_*_fm_' specific post. The questions in the written ey, n:1i g ;tir
”WMerzew should be designed in su o ¥
" ljhcants can be evaluated from all possible angl

scientific. Different types of testing tools
the appﬁcmm-,

Usually the a;tplicants found suitable in the written examinations

are called for interviews, because conducting interviews is a time-taking

| mﬁﬁited number of successful candidates of the written

; M—“‘Waﬂed for interview. Interview may be of two types

(e, interview by a committee and interview by an export in the relevant

field. The purpose of both the interviews should be to select the best

suited applicant for the post. As far as practicable such interviews should

be conducted only by professionals who have adequate knowledge and

experience in such art. The interviewer shall make a list of the suitable
candidates for the post in order of their merit.

22 Conducting Physical and Medical Fitness Tests. All the

idates qualified in the interviews should be called for a test of physical

experts. The physical tests may

g, driving, cycling, etc. The physical

ch a manner that the
€8 to make the gelection
may be used to examine

T physical test, there ma Ee & metca)
andidates to check the eye sight, cars, beart, Kidney,
oTe ' N0 Orge "cdisease-orm‘f”ﬂm.},n;_.. canJd.ﬂ-t_E

B B S IR YN »sts may be done by a team

ing to different specialized fields. The purpose of the

to handle the job efficiently and ensure that the candidate
the job requirement tecedents. After

ser, there is the 1
Az e ."u'c Ax n'-

Bid ahsi ical tests are 0

formation about the candic
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on payment of some rem the above processes are g,
ifving the Certificates. After a}l i1s original certificat N
: called once again yukh s ORE! . CALES fop
the applicant may be the certificates fumlShedNaﬁ

i ! 2 tp see that - :
thehpurposiaf of wgiﬂ:l;u:h orities issuing such certificates may b,
authentic. If requi '

?fmliim ¢ Selection Letter after Final Selection. AL the snceengy
e o

| : of their merit and final selectio:
candidates are to mﬁe’ﬁuﬁﬁ; of posts lying vace_mt. Appo"ltmepu
ma\be _n_m_d? de. e bo issued to the successful apphcal_lt-.s in order o
sel?.cuon 152&?? ma)'(be given a time limit to report fOIt joining. ‘,If an
tﬁf%i?:k f:;; t?:zrn up, the next rank-holder may be 1ssue§ St_electim
::'Elz‘er"]:eis njt a guarax;tee that the persons issued se!ectlonTettm
2 {ﬂtimately join the organisation because lfay .that time he or she
miéht have got better opportunities. So the merit list pre pared shall be
helpful to issue selection letters to the next best candidates.
L
“" Training is a learning process which imparts skill, knowledge,
attitude, behaviour, etc. to an individual to make the performan@:
jobs as per plans. It is a means of educating employees aimed at increasing
resources in them to perform different jobs with perfection and as per
standards. Training is also regarded as the transfer of skill, knowledge,
efc. from the trainers to the trainees with specific objectives. It is aimed
at improving the performance of individuals in doing tasks and achieving
results. Training helps better performance of works and achievementof

the desired results with minimum possible resources Ini
: . Training can &
’dfeﬁped as the process of learning by the employees for the

ing 15 essential befon, ‘employers.
ence aﬁe h 22 .oreapmmgi"enanga lependent : m
need <;f r td; recruitment and selection of employees, there is the
d of providing adec.;u‘a.te training to those new employees before

Trainin
retirement, It is aimed at

ti '
HRU0US process from the recruitment tfﬂ-l

and performanCe of an em - u_ i the skill _ owledge, aptitt
be performed. Training is alas_ ol nore perfection to the

tocarry out an activity indepen ently. Here
art, manner, process, ete. Ofperformi.'n'g_' - iti S 50581
manner. Here, the employees also get the - R B B bet

eemacquireskiﬂ,m]
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Employees may be put to training or sent for training at appropriate
intervals so as to acquint them with the new development taken place
or taking place related to their works. Training is essential to enhance
the skill and performance of the __e_:gié_ting employees. It keeps the
workforce efficient and up-to-date. Training is always predetermined
and the main purpose of training is always predetermined and the main
purpose of training is knowledge.

\T/ypes-of Training

L. nduction Training. Induction training is a type of training
given fo the new entrants or new employees who are given an overall
idea about the organisation so that they shall be familiar to all the
activities going on in the organisation. This training is also known as
orientation training aimed at providing adequate inputs to the new
employees about the o:)rgamisationjL product, policies, plans, organisation
structure, duties and responsibilities includin_g authorities en) oye_cl_]:ly
different posts and persons. It also enables the new employees to learn
the rules and regulations, discipline, safety measures, conditions of
loyment and many other matters relating to their employment,
Organisation and different jobs. Induction training also gives adequate
owledge to the new workers about the use of machineries, plants,
€quipments, ete. and making them familiar with other workers,
““Partments, sections, etc.

mrenticeship Training. Under this type of training, fresh

“9ents are selected for training in an ndus Tﬂu,.__'_.____ﬁ___..,“raini,n isusualgly
or along period of time. It is not employment-oriented but it 1S practica
' e ike an academic course where both

“dge-oriented. It is just like
als as well as | }:Ilééribs}éhlated to the practicals are taught to the
ST typs ol ramg s vaually adopted for developing or making
b _”ﬂ'izarg,,.wai‘kars, helpers, skilled craftsmen, etc. Unde.r t}ns type of

)

- ¥amonthly stipend during the period of their training. They are taught
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actice them inside the organisationg

nd a cheap source f

R o inees are regular a - OFly

orgnmsatlons, such tr?:,r:ieis over there may be some exarmn(%i0 bﬁlll:
. raining peri =P :
After the training ];; +:on of the training, some, all or none of thg n
the successful completion ation as regular workers. This sort of trg, \ay
S A

be employed by the organi

loyment to the trainees in the same Organigyy,

’(Il“;ﬁ: It];;ﬁ? Ef:iﬁizr;pgiﬁ for jobs which require some technicy) Sk?ﬁ:
knowledge and experience. 2

As ier the Apprentices Act. 1961, the pas-,?“ed : u;tighm‘:lal.l%h
on 1T, certificate holders, Vocational certificate ho ;rs._ Dipl,
certificate holders in different branches of engll‘clieel'lﬂ_g o allied Studieg
are allotted apprentice training in different industries with a Provisiy,
for stipend by the Government as well as by the concerned indugy,
Such trainees are given detail training for tl.lelr trade or branch
Act applies to both public sector as well as private sector undertakjngs.

_3:Refresher Training. This type of training is imparted ¢, the
existing employees to acquint them with the new methods, ateg
technologies, new processes, new machineries and plants, etc. to inm
their efficiency and performance on their jobs. This type of tr"ﬁim |
organised to keep the workforce up-to-date so that they shall be able
adjust themselves to the new developments taking place related to thej
Jobs. Such types of trainings are usually organised either inside or outsige

the organisation or both. Such trainings are usually for a short period of

time like; 3 days, 5 days, one week, two weeks ote. which may include
both theories as well as practicals, |
Refresher training courses are organised during the holidays orin
the off season or may be required urgently due to change in technology,
_ taste, fashign, etc. Such trainings are conducted by experts of
prof eiSlPQal]?th have adequate experience in conducting such trainits
and havea thorough knowledge on the subject-matter. The management.
usually spend some money for the purpose of such 1;1"ainir@_“\;fff‘gl:l =
. ow at distant places or even at other industries or instituté®
\, pecial Trainip

different jobs and they pr

"

. 8. Such types of training programmes &% |
organised for the existing om 1 £ £ g_a_ taleth
=== 0L the existing oye €,

QF_ r,*%lﬂtl_ns_ £0 o de\}hé“lg’“ﬁ“‘g oyees to acquire sliql_l! k_nowle g m

Tl s T age o S - ” 9“[

aining Programme car.
are required urgently a] of
. Professionals to impart the «

as to perform different  jobs,
etc. This E_)r_;féhﬁf‘_tf:iiﬁingmi};ﬂ

.
S—
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pur - ~poewada Onll, nllUWleﬂ.gC, e%c.

\_ﬂs;-‘!‘rammg for New Jobs. These types of trainings are organised
to make the emplQYees capable to handle the new jobs they are goin . to
o assigned. This S 3_150 applicable for the new employees who ;gnuj be
given adqquate tralnlflg to handle the jobs independently. ’Manager;lent
csually d_oe_s not appoint separate persons for the new jobs. It may select
some employees out of the present workforce and train them for the
new jobs. Su ch tralmcng may include both theoretical as well as practical
training. Such training may be organised inside or outside the

organisation. After being trained, the trained workers or employees shall
¢rain the other workers also.

_s(_)mehtime_es due to promotions or transfers, an employee may be
given some training for the new jobs to handle the new assignment
properly. They are given adequate exposures relating to their new jobs
fo be performed by them. Usually they are given more on the job training
to be imparted by the outgoing employee. Such an arrangement is made
well in advance so that an experienced person is always available to
take up the new job before the old employee leaves the job due to transfer
or promotion or retirement or resignation. Such trainees are kept as
assistants to the experienced employee who will train and keep on watch

over them while assigning practical training on the job. He will help and
guide the trainees to learn the new jobs.
nternship Training. This type of training is essential for

 professionals freshly completed their education. They are given practical

exposures to actual work situations. Such trainings are provided to the
trainees with the joint efforts of the institutes and organisations. The
theoretical portion is taken care of by the institutes and the practicals
are done in actual work situations in organisations where such activities
:-Il@:-‘?@!__ri&d,__gr_l‘ .Here the theoretical training is supplemented by practical

Tdlning,

Tr . j[‘_g Methods '— '
Training ma; be organised on the job or off the J:,(.)b' It may b be

! 391'9@.55_?_1*35 well as practical. It may be done by exférnafagenclta_s or
Y the internal trainers or_é;Eéﬁenced persons. There can be various
Methods of training to be adopted which depend on the objectives of the

dlning, nature of training, type of trainees, cost of training, availability

g_%ality trainers, availability of training facilities, aﬂ'ordabillit)f of tfh_?
a‘nag"-'ment, etc. There shall be different methods of training or
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.
: workers. Diffgrent methods of trajn;

executives, SuPergig I[.‘S,I‘a‘t?i?'ferent types of ] obs ka:)?}:ed .b).r the’exegfﬁ:'&y
also be .!'econﬂfnefllcerq and others. When we Spe . Wrainlng, itig uSualﬁn. |
supervisors, wor eclltives i.e., the Supemsors an Orkers, The tTajn- l?
conﬁnen_i to nO“‘i’}‘l e managers and executwss are u_sually kn{)w g
b b Development Programmes . Training Sven to tﬂa |
“Ma{mgem::; be classified into three categories such as (i) Op W
employees  Cli

training, (i) Off-the-job training, and (iit) I\{estlbule training’

~Slh |
__Of-the-job Training

4 Under-studies. Under this method of training, the traing, . E

S : : e
placed under an experienced person as an assistant or sug;(m\

T —

who is £ gequire skill. Enquledge, experience by doing the joh yyey
the direct supervision and guidance of the experienced Person, Ty
process will enable the trainee to develop himself as a capable Person,

handle the jobs independently. Working under an experience

Persqy f
de learning process for a new person.

. Coaching by Experts on the Jobs. Under thl_s_Ef’.‘ihOd the
trainees are taken to the spots where the works are being performeq |
Different expert trainers of different jobs train the tr

er ainees thg\g;;;_or
performing the jobs. They demonstrate the jobs by performing them i,
front

of the trainees so that the trainees get the chance of learning
the spots. The trainees are also given' chances to handle the jobs
themselves. The trainees develop the art of doing things themselves
and this creates confidence in the trainees as well as the trainers. This

of performing the jobs i

ndependently.
- Job Rotation. Und i

_ . hea.only for one job but are trained on vario
@Oﬁﬁfﬁ rotation basis go that they get ¢ oﬁgﬂ'ﬁh&ﬁé}ﬁé— on differert
_gi _(_?. ﬁ:‘erl; they. are traineq ip ongemmhey are sent for training

: o Jobandin the procegg they acquire good ex eriences of differe®
Jobs of the orgamsation. Thig ; .

; AT S known ags johb jon in which #*
trainees are periodically rotated from one joi:]goto g&?ﬁ.
@fthe-dob Training

. C]aﬁs b 1 - ‘il
courses are orfg‘(;g;:ed'r;‘.;'l ::1111:& I'I{:‘.‘iff‘lf._%§ type of trgp_lg&w A
QL-HTOU{‘S‘ e the OTEanlsa'mn,_IQTE:: Syees either inside the organis®
teach the top d give aden o TETS OF instructor
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5 practical classes. For such types of training, there may be the use of

odels, sl es, overhead projectors, video, audio, films, computers, etc.
o train the employees. PGFSODS trgining are usually experts and can
pandle large group of tralm_ees at a time. Here, there is a good chance of
interaction betv?'een the trgm ers and the trainees or am ong the trainees
themselves. This method is also known as lecture method.

“Conference. Under this method of training, a small group of
trainees are ‘S?_l_e(:tgdfﬁtf\ld they work together to train themselves. They
=gke open discussion, exchange ideas and experience, share the
mﬂéﬁ_ e hgﬂg@_{‘_l_l_ together to come to conclusions or for solutions

Mj roblems and develop new techniques, skill, etc. in them.
This type of training is suitable for homogenous trainees preferably highly
qualified matured trainees preferably supervisor level.

7 Written Instruction Method. Under this method, written or
printed training materials are supplied to the trainees. The trainees go
through the texts and learn the techniques, process, skill, etc. for
w%ése types of written materials for training are quite

escriptive to answer any questions that may arise in the mind of the
trainees. Such study materials are useful immediately as well as in future
for reference of the trainees. Such written instructional books or booklets
may contain all the instructions for operating different machines, plants,
equif:l?s,/etc. and performing different jobs. '

- Institutional Training. There are specific institutions or
organisations for specific type of trainin not be imparted glsg

where. They have the permanent infrastructure, gxggriené%a’ and up-
t0-08Y trainers for the pur ose of training. Such training courses are
conducted by them regularly. So persons requiring such types of training
may be sent to those specific éentres or institutions to get such training.

elraining period may depend on tHﬁ%@Tomma;'Tf 18
; costly as well as in-effective to train people by organising such
g independently for few people by the organisation. Such
Professiona] training institutions make research and development in
“nducting such training and their training is highly effective. They
arge some fees for conducting such training. For example, training

Pilots for aeroplanes, training nurses for hospitals, etc.

: V‘-’()n-line Training. Now-a-days, with the use of computer and
I‘ne't f&Cilities-.knowleder has become moreé &m can
588 to know edge with the use of these mon,com-lﬁ
>ogles. Staying at his home one can acquire knowledge, skill, tz lent,
.. rain himself in different fields to perform different activities. It -

111N 1N TOUuCh WILI) _ cl § % LI Alllc]

sl L Ld - I

trainin
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‘l't AARA ¥ AV WAL
as pe

ments which are also considered to be 4
the manners of executing the duties ang
lts. Hence, P e{’_formance includes—
Ja},’Carrying out the dutles, -
\_@»"M-anners of executing them,

_(crAchieving the results and
(@ Manners of achieving results.

Appraisal here, refers to the evaluation or judgement of the above

four elements of erfo’rmﬁ!l?fma..?:diéis; takes into account the resources_.
ised in the performance of those activities. Appraisal may be the Sritcal
evaluation of a matter by an individual to give an expert opinion on it.
Appraisalis a tool for examination which includes collection of information
and measurement, test, assessment, evaluation, etc. of the activities
and the information there of. i

Hence, performance appraisal is related to the measurement of
the performance of an individual on the job, with a definite objective, in
tomparison fo others or standards established. In the human resource

: e P
management, performance appraisal is a tool used b;x the management
to measure the performances o1 1n

rt of performance. They
the manners of achieving

viduals on t 1e jobs. Apart from that,

S . - Wk s e TR - Lw e
it can be described as a technique used for measuring the qualities,
' etc. of individuals. Ferf(ormance

abﬂ?ties, skill, | owled e, output, etc. of individuais. LT
a'pP‘Tal‘ET«'A\.T".(?:il‘-I;mtﬁg‘(;"B(;?“éE::-r'ﬁ;t;a“_maSV!TF;:Oce.ezs: by which 1nd1v1duals are
evaluated with a definite objective. :
known by various names, such as; merit
performance rating, etc. The purpose

~ Performance appraisal is
faling, performance evaluation,
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&1
erformance Appraisal

Nee @)1t is useful to identify the &n
,_/t[he area of training,
2)

1s needed to determine the salari '
: : es
(\/:;sed S ol N Or wages if they are
QPerformance appraisal is needeq to identify the employees
eligible for promotiong

4) Itis useful to identify ¢
demerits associated with

(5) At 1s an useful tool to locate the employees suitable for reward
or punishment,

ployeeg’

he strengths

» Weaknesses, merits,
employees.

(1)/It Serves as a means for gelf-
because they are able to kno

(8) It creates awareness 1n the

development of the employees
W their own weaknesses.

(9) Performance appraisal is needed t

them will be supervised. _

(Wt 1s needed to decide the transfer of employees from one post
to another or from one place to ‘another with proper
Justification to promote and preserve efficiency.

({1},& helps the management to determine the training policy,
Wage policy, incentive plans, promotion policy and discipline

within industry, -

erformance appraisal is needed for effective manpower
planning.

(1
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