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Lecture 01

TEAMS, ORGANIS

Business:
Definition:
* Any activity to earn profit.
*The word “business” is derived from the term “busyness.”

[] Entrepreneurship
A phenomenon in which a person searches for an opportunity a

[] Components of business
* Industry
* Commerce

L] Industry

*Conversion of raw material into finished goods.
*This is a form utility.

L] Types of Industry
CJPrimary Industry

*Extractive Industry _ Extraction
* Genetics _ People doing busi

anging genes.

L] Types of industrie
"1Secondary Industry
* Construction _C on of buildings, roads, bridges etc.

* Manufacturing<_Conversion of raw material into final goods.

*kServices _ Banking, consultancy, accountant, Lawyer, Interior decorator, designer, music composer etc.

ivities which start from the warehouse of the manufacturer to the buyer.
ommerce

e means buying and selling

% Aid to trade
*k Institutions that are meant and build to assist and support the trading process.
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[ ] Factors of production

> Labor _ People working in an organization.

*Capital _ Amount invested by investor in the business.

* Entrepreneurship _ Management ability of the people who are running the business.
*Physical Resources _ Land, labor, building, vehicles, machinery etc.

[ ] Economic System
> A system for allocation of resources.

[] Types of Economic Systems
*Planned Economy
* Free market Economy

[] Types of environmental forces
“1External Forces

> Factors found outside an organization.
*These factors are not controllable by the organization.
% Types of environmental forces
“lInternal Forces

> Factors within the organization.

*These are controllable by the organization.

] swoT Analysis
% Strengths

* Weaknesses

* Opportunities
*Threats

LectureO

|| External Factors

* Economy of the country
% Per capita income of the
* General employmer
* Economic Growt

pulation Distribution

*kDistribution on the basis of gender

* In Pakistan female population is further divided into two categories:
*Household Women
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*Working Women
"IPopulation growth rate
* The rate at which population of an area increases/decreases.

L] Political and Legal factors
CIPolitical Factors
< Preference and priorities of the Government
> Attitude of the Government towards Exports
*)Government taxation policy
"ILegal factors
% Laws related to Health
%k Laws related to Imports and Exports
% Laws related to Taxation
* Laws related to Packing
* Laws related to Child Labor
% Laws related to Labor Union

[] Technological Factors
>k Business people have to pace with the technological advance ,

[ | socio cultural Factors

"IReligion
< Followers of one religion have influence over the buy

| | Natural Factors

* Act of God
% Natural factors are out of our control

* Business people will develop product 0

vior of the society.

g natural resources

Lecture 03

L] sole Proprietorship:
Definition __
Sole Proprietorship i

[] Advantages of Sole Proprietorship

fbusmess which is owned by one person.

are allowed to decide without interference of any other person.
ransfer the ownership of the business

holly solely enjoy the ownership of the business and profits
vidual has unlimited opportunity to expand the size of the business
vidual can keep the secrets of the business intact

dividual has personal interest in the business

* Owners can make speedy decisions

*kEasy to dissolve
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[] Disadvantages of Sole Proprietorship
* Limited amount of capital

* Continuity problem
*Sole Proprietorship has limited life and is dependent on the owner

*Owner of the business has unlimited liability towards people whom he has to pay

[] Partnership
* A relationship of the people to share investments and profits
> Partnership act 1932 governs all affairs of the partnership

[] Advantages of Partnership
*More capital

< Relatively easier to form

% Sharing of responsibility

> Light credit standing
[1Business can have more loan from various sources

% Secrecy

*Public Confidence
* Better Decision
*Easy to dissolve

Lecture 04

[] Disadvantages of Partnership
CJUnlimited Liability

Partners will have to pay all the debt
"IShorter Life
Partnership ends when one of the dies or becomes insane
CJLimited Capital
Partners run the business fr
requirements of the busi
‘lLack of interest .«
Profit is divided ar

It to transfer the rights of partnership.
ays a chance of conflict.

Partners

e Partner is one who participates in all the affairs of the business.

cret Partner is one who has invested in the business but he/she is not known to general public.
[ISleeping Partner is one who is not very active in the affairs of the business.

[ISenior Partner is one who has invested the maximum amount in the business.

CJJunior Partner is one who has invested the minimum amount in the business.

______ - - 4
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[] Types of Partnership
“IPartnership at will
Life of the partnership depends upon the will of the partners.
CILimited Partnership

*That business in which at least one partner has the limited liability.

* Investor is liable to the amount; he/she has invested in the business only. This is called Limited
* There will be at least one partner who has the unlimited liability.
CParticular Partnership

*Partnership formed for a particular purpose.

* It is dissolved automatically at the achievement of the purpose.
CITermination of Partnership
"1By Notice
A partner can terminate partnership by giving notice to other partners due to a
“1Upon Death
Partnership will automatically be terminated at the death of any partner.
CIPartnership Deed
A document that contains the terms and conditions of the business.*

[ ] contents of Partnership Deed
*k Date on which the agreement was made.
* Name of the business.
> Nature of the business.

[1This clause will cover the scope of the business.
* Names, addresses, telephone Numbers and
* Capital of the business.

* If duration is attached with any busi

* Duties of the partners.

* Whether any partner is entitled

* Profit distribution ratio.

*Whether partners are entit]
should also be written ir

* Arbitration
JIn case of a conflic at conflict would be resolved before going to the court.
* The partner shg e partnership deed carefully, add as much clauses as possible and never take
anything forgr
L] Right

ner has the right to:

2 in all the affairs of the business.

er share of profit from the business.

eave the partnership according to the terms and conditions of the partnership deed.
m the salary against his/her services.

articipate in the management of the business.

______ - - 5
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Lecture 05

[ ] Duties of Partners
*Partners have to maintain accounts which describe the true picture of the busi
> Partners should use their powers within limits specified in the partnership
*kPartners are responsible to provide accurate information to Governmen
*Partners are responsible to pay their share in case of loss to the busin
It is duty of every partner to obey the decision that has been mad
*kPartners should not disclose any secret information about the bu:
It is a moral obligation and legal responsibility of the partners

advantage without intimating to other partners.

[ ] Joint Stock Companies

n

rtnership.
ss to any other person.
firm’s forum to take any

* Joint Stock Company is an association of person g profit.

[] Advantages of Joint Stock Companles
* We can expand the business

* Credit facility

* More capital

CJWith more capital and more exp
* Expansion in the scale of busi
* Responsibility of investor
* If one person dies or le

xperts which results in better management.
onfidence in companies rather than in any other form of business.
m joint stock company by selling his/her shares.

re is not much secrecy found in companies.

panies pay double taxation to the Government.

elayed decision making

*k Power is centralized because there are few people who hold major portion of company’s shares.

[ ] Public Limited Company Vs Private Limited Company
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“INumber of members
*For a public limited company, minimum numbers of members are seven.

* For a private limited company, minimum numbers of members are two.
“1lssue of shares

*Public limited company is bound to promote issue of shares to general public through media.
> There is no such provision for private limited company.
"IName of the company

*Public limited companies add the word “Ltd.” with their name.
*Private limited companies add the word “(Pvt) Ltd.” with their name.
TJAnnual report

*Public limited companies have to present their datato general public.
> There is no such provision for private limited company.
CITransfer of shares

* It is easy to transfer shares in public limited companies.

*In private limited company, shareholder cannot transfer the shares w
[IStatutory meeting
* It is obligatory for the public limited company to hold statutory )
*There is no such obligation for privet limited company
TISubmission of annual report

1t is obligatory for the public limited companies to subr

Authority.

* It is not necessary for private limited company.
[ Taxation
*Public limited company pays double taxatio
* Private limited company pays tax only ont

onsent of other members.

al report to registrar Corporate Law

income tax rates.
nt income tax rates.
Lecture 06

|| Promotion Stage
* Initiation of idea

Cls there a ne
JIsN.O om the Government?
*Pro haveapplied for license and permission.

hts are involved, permission of the principal company is also required.
arted work for getting their own name and business registered.
equirement of funds.

paration of Documents

JJMemorandum of the company

A document that contains Name, address, objective and capital of the company.
T1Articles of association
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A document that contains rules and regulations of the company.
UIProspectus

Prospectus is an initiation for offer.
[] Incorporation Stage

* All the documents will be filed to the registrar joint stock companies to seek permission for the busi
along with the registration fee.

* Experts will examine these documents and make sure that all claims are justified or not.

X Ifthey are satisfied, a certificate of incorporation will be issued to the company.
[ ] Collection of Capital

*Promoters will inform the general public that business is going to be started.

* They will ask the people to invest in the business.

*This is capital subscription stage.

> Share or stock is the smallest unit of investment.

%k Stock exchange is a market where people exchange their shares.
*Debenture is a kind of loan which is acquired from the market.
> Certificate of commencement is issued by the Government when
Clauses of Memorandum of Association

* Name of the business
"JWe cannot suggest a name that has already been register
JWe cannot suggest a name after our National Heroes.
* Registered office of the company.
* Objective clause of the business.

* Authorized capital of the company.
* Liability clause

Liability of the investor is limited to th vestment in the business.
* Association clause.

ent of business is allowed.

|| Articles of Association

* Share capital of the compan
*Procedure to change the
* Procedure for meeting
* Procedure for vot
*Appomtment of

of the company.

istribution of dividend.

Profit distributed among shareholders is called dividend.
*k Decision for retained earnings.

CJRetained earning isa part of the profit retained by the company for future operations.

____________ - - 8
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** Appointment of auditors.
*Winding up of companies.

Lecture 07

[ Shareholders’ meetings

>k Statutory Meeting is the first meeting after commencement of business.
*Annual General Meeting is the meeting of the company once in a year.
>k Extra Ordinary General Meeting.

[] Statutory Meeting :
% Section 77 of The Companies Ordinance 1984 deals with such type of meeting
> The company must give 21 days notice to shareholders prior to the m

*x Matters to be Discussed:

TJAmount of capital acquired.

"Details of machinery purchased.

"1Details of development in all areas of the business.
% Sometimes, issue of share capital does not give minimu
% Underwriters are those organizations which guarantee the

minimum requirement is not met.
* Statutory report will also tell about the underwri
* Information about arrears to be received by

by the company.

|| Annual General Meeting
* All shareholders will participate in
* The company must give 21 days
* Objectives of Annual General4
"IElection of directors for the
CJAppointment of auditors.
“JAuditors will review th
* Shareholders will
* If auditors are alr

which is held once in a year.
eholders prior to the meeting.

rent auditors or to change them.
e asked whether they are willing to work with the company or not.

ctors’ remuneration.
ill report onthe companies accounts in terms of:

[ ] Extra Ordinary General Meeting
*This meeting will be called when there are:

______ - - 9
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[1Some extra ordinary circumstances.

[1Some special type of business.

*Decision for debentures.

*The company can change its memorandum and articles of association in extra ordinary general meeting.

[ ] share Capital
*The capital with which the company gets registration is called Authorized Capital of the compa
*The part of capital that has been offered to general public is called paid up or issued capital. ~*
*The part which has not yet been issued to general public is called un issued capital.
*If people have applied for more capital than required, the company will issue the sharg ng and

return the excess money to the general public. '

* If people have applied for less capital than required, whatever amount has been
up capital of the company.

[] Winding up of the company

IVoluntary winding up

*The members of the company decide about winding up of the com

T1Special Resolution

*Members will present special resolution in the extra ordinary
company. If approved by the members, the company will k

*Winding up by court
* Members have applied to the court for winding up
* If court feels that:
C1Business is not in the benefit of the society.
"10bjective of the business is not in line wit
C1Business is deceiving the general publi
* The court will order that business

the culture of the country.

be closed immediately.

Lecture 08

o-operative Societies

*k Co-operative societies are group of people who form the business to co-operate with each other.
*The main purpose of co-operative societies is to co-operate with each other through self help.
*People join these organizations as volunteers.

------ - - 10
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[] Advantages of Co-operative Societies

> This system provides high standard of life due to sharing of resources.

* Formation is easy because Government support these kind of organizations.

>k People running the business have equal rights in decision making regardless of number of shares or &£
amount invested in the business.

* Economic Democracy

"1People sit together and decide about the business of the society.

*Elimination of middle man results in cheaper products.

*)Government gives financial assistance to these type of businesses.

* Friendly atmosphere is developed in the society due to close relationship in the pe
business.

* Employment opportunities are created by such businesses.

* A sense of mutual co-operation is developed in the society.

*An opportunity to keep demand and supply in balance.

*This kind of business requires less expenditure.

0]

[] Disadvantages of Co-operative Societies
*People do not have sufficient capital to start such business.
*kUnavailability to hire professional manager because:
TIPeople do not have money in remote areas.
[IThere are no such people in those areas.
*kPeople do not have experience of such busines
* Lack of secrecy. '
* Unavailability of new technology.

* These are not businesses in true sense. Peo
* Banks might not provide loans to th
* Interference of the Government.

t have confidence in these businesses.

L] Entrepreneurship
Entrepreneurship is that abilit i individual tries to find the opportunity, take risk and avail these
opportunities.

- - 11
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[] Entrepreneurial Characteristics
"IPersonal Interest

X Interest for their own development.
[1Customer Relationship

“1Long term relations with the customers.
> Desire to establish own business.

< Need of control.

* Ability to deal with uncertainties.

] Business Plan
A document which contains the objectives of the business and the ways to achieve thes

[] Components of Business Plan
There are two situations:
T1Buying a business.
[IStarting from the scratch.
% Objectives of the business.
* Marketing Components.
*Financial Components.

[] Components of Business Plan started from scratch
"10ODbjectives of the business: -
* Name of the business.

* Name should indicate the type of business.
* Name should be simple.

* Uniqueness of name.

* Legal considerations:

CJAvoid the names not encouraged b
* Location of the business.
[JMarketing Part:

*Who will be the customers
* Where are they located?
*What would customer
*What are the benefit customers are expecting from the product or service?
“1Analysis of con

w. &.¢. National Heroes, religious personalities etc.

the message of the business be promoted in the general public?
he business be launched?

at will be the investment of the business and how much should be borrowed?
*What are going to be expected revenues in a given period of time?
*What would be the expected expenses of the business in a given period of time?

*What would be net income or net profit in a given period of time?
------ - 12
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* |s the business feasible or not?
LJAdministrative Part

*\What would be the structure to handle the business?

Lecture 10

[] Franchising
* An agreement between two parties in which one party passes on the rights to the other pz
[JRights include:

*Right to use the trade mark.

*Right to use the name.

* Right to use systems, methods and researches.
*Right to use packing material.

[ ] Parties to Franchise agreement
There are two parties:
CIFranchiser
CJFranchisee
*Franchiser is one who sells the rights to franchisee.

[] Advantages of Franchising
> Franchiser gets a huge amount of money from franc
* Franchisee gets access to big business.
* Failure rate of franchise business is lower than
CJFranchisee uses world wide tested brand and

hout doing anything.

her-business.

of business.
* Franchiser provides guidance to fra affairs of the business.
* Choice of location :
* Franchiser is always there to supj anchisee in all kinds of matters.

[] Disadvantages of Franc
*High cost.

* Proportionate profit i
* There are too many:

| New Trends

ns from franchiser on the franchisee.

the iness
Business

| be better displayed, well mannered staff, more knowledge of the needs of customers and
et oriented.

al opportunities

ople have the awareness of global market.

* Internet has played major role in accessing global markets.

* In Pakistan, people got huge success globally but could not make a brand name in global market.
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L] Factors for lower failure rate

*kGovernment’s preferences and priorities.

*Government is convinced to support corporate sector.

< Businesses are now being set up on more professional grounds.
% Support from financial institutions.

*General economy of the country.

< People are acquiring professional knowledge about business.
*Government has developed many training centre to train people related to business.
> Skills development.

* Institutions to develop man power.

Lecture 11

[ ] Causes of Failure in Business
% Causes of Failure in People are not capable of handling business.
* Some people are not capable enough to know markets.
*kPeople should try to learn the abilities to run the business.
*People do not have experience required for a business.
TWe need to have control over:
*Production Process
% Cost
* \Wastage
* Complaint handling
* Quality
ClInsufficient capital
"1Bad Luck
"INational Disaster

| | Reasons for Success in
*Hard work

* Dedication and Commi
* Response of Mar
JCompetence — Th

nt Venture

*Two or more people or organizations join hands and decide to do a business.
CJAdvantage of Joint Venture
* Combination of skills and abilities.

------ - - 14
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[IStrategic Alliance

* Two or more than two organizations collaborate for mutual profit.
"1Decision involved in Strategic Alliance

> Profit Sharing

> Client Handling
_IMerger

*Two or more organizations combine together and form a new organization.
“JAcquisition

*One business acquires the other business.
TJAdvantages of Acquisition

>k Expansion of size

*To reduce competition

Lecture 12

[] Imports

* Goods produced somewhere else and sold domestically.

>k Chemicals

*Technology (Machinery, Software & Hardware, Expertlse)
"1Factors to be considered while importing

* ldentification of products to be imported.

* Procedures, methodologies, technical processes :
[IExports

* Goods produced domestically and sold in so ountry.
CJAdvantages of Exports \ "

* Support of Government.

* High Profits.

* Pride for the country.

* Utilization of production ¢
[IGATT — General Agreement

* An agreement betweent
IWTO — World Trade Oi

* Scope of WTO

*WTO insists or

nents for imports.

Trade.
Fies that encourages international trade.

emoving the artificial barriers to encourage international trade.
zed 6n January 01, 1995.

Fotal income of the country/
. Total population
© measuring economies of the world

Id can be divided in to three major categories on the basis of per capita income.
come countries
* Those countries where people are earning US $9000 or more.
“IMiddle income countries
* Those countries where people are earning between US $765 and $9000.
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*Tools for measuring economies of the world
CILower income countries
* Those countries where people are earning below US $765.

[1Pakistan has a little below than US $765 income line and is moving towards middle income class countries.

[IPakistan is exporting
*x Sports items
*Agricultural products (rice)
*Textile products (Bed Sheets, T-Shirts, Towels etc.)
“Jlmport and Export Balance
*Gap between imports and exports is called surplus and deficit.
* It varies from country to country.
T1Balance of Payment
*kBalance of payment = Total receipts - Total payments
> If receipts are greater, balance of payment is favorable.
* If payments are greater, balance of payment is unfavorable.

[ ] Level of involvement in international business
ClImports or Exports
*We can be importer and exporter.
*We try to see opportunity in international market to consum
*This is called exports.
CJInternational Firms
* International firms have operations world wide.
* These firms are also called multinationals.
* Multinationals design products separately for
"IGlobal Organizations
* Those organizations which consid
* These organizations have standa

‘products.

L] International Organizatio

CJIndependent Agent
CJA person or an organizati

* Licensing agreem
* Independent Branc

Lecture 13

[ | Barriers to International Trade
*kSocial and Cultural Changes.
* Different countries have different life styles.
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"IReligion.
"IEvery religion has its own set of rules for its followers.

"IReligion asks for spending on certain things and stops from spending on certain things.
* Climate

“ILaws

*There are different laws in different parts of the world.
[1These include laws related to:

*Health

* Safety

>k Customer Relationship

*Pricing

> Packing

*Environment

"JEconomic Differences

"1Per Capita Income is different in different countries.
"IDifferent people have different economic systems.
*People preference for a particular product
*kPolitical System

COTariff

*kTax levied on goods entering into a country. _
* It is also used as a measure to reduce imports in a cou
"1Quota .
* Limit imposed by one country on importing com
"1Subsidies
* Concessions provided by a country to itss
"1Business Ethics :
* Ethics are basic beliefs, a compa s to pursue and implement during a course of action.
"IEthical Behavior

* A system that confirms th
* Business is being run with
* Corporate Citizenship is
IEthical Behavior i

e of the company confirmed by the society.
ractices include:

* Relationship
* Interaction wi
i cal behavior towards people.
al programs.

ocial Responsibilities

bout benefiting the society and avoid harmful activities for the society is called Corporate
ial Responsibilities.

ese include:

>k Ethical attitude towards customers.

*k Dealing with employees.

* Ethical communication with Government and local bodies.

------ - - 17
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* Ethical behavior towards stake holders.

Lecture 14

] Stake Holders

< People who are interested in the affairs of the business in one way or the other.
1Stake holders include:

* Customers

*x Employees

% Suppliers

> Bankers

* Government

*kSociety at large

1 Rights of Customers

“1Consumerism

C1Protecting the rights of customers.

*To get a product which is up to the expectations of the custome
>k Customer Safety.

"IRight to get information about:
> Product

% Supplier

% System

* Procedures

* Standards

* Ingredients of the product

* Origin of the company

CJRight to get information about:
* Method of manufacturing
* Quality standards
* Right to be heard
* Right to choose
* Quality Service

] Responsibilities Organization towards Environment
* Reprocessing of waste water.
* Recycling of waste material.
*Processi =

*k Sexual Connotations
*Objectionable Timings
*k Smoking

------ - - 18
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*Selling product to underage customers

* Legal Commitments

> Discriminations

*Health and Safety of Employees

1 Whistle Blowers

*People who see irregularities and bring them in the knowledge of the management.
[IManagement

* Getting things done through others.

CIManager

"1A person who practices the functions to achieve management’s objectives.

[ ] Functions of Managers
“IPlanning
% Thinking for the future.
710rganizing
*Decision about activities performed by the workers.
*Grouping the activities
>k Delegation of authorities
[1Staffing
> Filling out the vacant positions.
"1Coordination
“ICommunication
* Receiving information from various sources.
* Processing of information.
* Dissemination of information.
* Distribution of information.
C1Conflict handling
"INegotiation
"IResource Allocation
C1Controlling

% To make sure that organi oving towards the right direction.

Lecture 15

nal Skills

0.deal with others.
al Skills

*k Destination where a company wants to reach.
] Strategy
* Set of plans for long term orientations.
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L] Levelsof Strategies
[1Corporate Level Strategies
*The strategies that cover all the operations, processes and units of organizations.
[IStrategic Business Unit (SBU)
% A part of organization that requires separate planning.
“JFunctional/Operational Level Strategies
*The level at which all functions or operations are performed.

[] Objectives of Goal Setting
*Goals give us directions.
>k Resource Allocation.
> Setting culture of the organization.
* Assessment of performance.

[ ] Mission Statement
> The purpose for survival of an organization.
*kMission Statement describes life time objectives of the organlzat
* Mission statement is a general statement. )
Tt is written in terms of:
"1Customer satisfaction
TIQuality of life
[1Service of humanity
* Mission statement is a long term plan.

L] Types of Goals
* Long Term Goals
* Medium Term Goals
* Short Term Goals
“1Short Term Goals
* A plan for less than one year
“IMedium Term Goals
* A plan for one year to th
CJLong Term Goals

C1Selection
*x HRM deals with the activities of people.
[These Include:
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(I Training

"IPerformance appraisals
“1Compensation

[1Health and Safety

[] Scope of HRM
“JTHuman Resource Panning
[1Type of people required
“JWhen required
"THow many people required
*Job Analysis
>k Recruitment
*Training
*k Compensation
*Health and Safety
> Labor Union

L] Job Analysis

> Collecting all the information related to a job.
* It is divided into two parts:

"1Job Description

T1Job Specification

* Job description describes the activities of a par
* It includes:

* Job Title

* Job Location

*Working Environment

* Supervision

1Job Specification

* Job Specification describe
* It includes:

* Qualification
* Gender

* Age

*k Experience

an skills required to performa job.
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Lecture 16

[ ] Human Resource Planning
"JHR Planning Includes:
*What is the gap between human Resource demand and supply in the market.
*What is the condition of human resource supply in the market.

[1Sources to find people

* Internal Sources

*x External Sources

T1Skills Inventory

* A chart that shows skills of workers in the organization.
"IReplacement Chart

* A chart that shows turnover in an organization.

[ ] Turnover Rate
*Tendency to leave jobs in an organization.
TRetention.
[1To retain the people in the organization.
*x Expansion Plans..
>k Replacement on the basis of performance.

[ ] Recruitment
* The process of attracting the people for the job.
CJAdvantage of recruitment within the organiz
*People are already trained.
CJAdvantages of recruitment outside the
* Variety of Talent
* Variety of Abilities
* Variety of Qualifications
CJEqual Employment Oppo
* No discrimination on any

|| sources to find Peopl
CInformal Search
* This method is us
[1Job Postin
*Putting n
*Places

r hiring people.

eference is also required.

_ joﬁ on various places in the organization

ng notices for job on various places in the organization
aces can be:

*Reception Desk

* Notice Board

* Union Office
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"JEducational Institutions
> Consulting educational institutions for suitable candidates for the job.
> Educational Institutes are consulted when:

* Fresh Graduates are required.

*There are not many institutions for a particular job.

* Short Listing of institutions.

* Organizations involve teachers in the selection process.
“IProfessional Associations

*This method is used when people for senior posts are required.
TJRecruitment Agencies

*These are the organizations which have expertise in selecting people.
*These agencies are used when:

* Time span for selection is short.

>k Jobs are highly technical in nature.

< Employer and employee are at a distant place.
CJAdvertisement

* Giving advertisement in media.

> Media is used when:

> Large numbers of jobs are available.
TIDisadvantages of using media

*kLarge numbers of applications are received.

* It is difficult to handle large number of applicatiops.
* Costly

[ ] Selection )
* The most important stage in HRM proces$
* It includes:

*Filling up forms

* Interviewing people
* Developing tests
CJApplication Blank
* A form designed by t
* It records data accord
[1Test and Interview
* Use of test and interview depends upon the nature and level of the job.
OTypes of T -
“1Achieve

r for the prospective employee to fill it out.
requirement of the organization.

est of prior learning
*k Skills test
“IMedical Test
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MORE FILES JOIN VU WHATSAPP GROUP
https://chat.whatsapp.com/BL40ok4jnM9iJiglhAA1SG3



http://www.virtualinspire.com/
https://chat.whatsapp.com/BL4ok4jnM9iJiglhAA1SG3

WWW.VIRTUALINSPIRE.COM

* To keep in record the physical condition of the candidate before joining the organization.
*To make sure that candidate does not have any transferable disease.

X Considerations for Test Development
COValidity
CIReliability
*Validity
*)Content Validity
> Contents of the test should be relevant to the requirement.
*Construct Validity
%k Sequence of the questions.
*Face Validity
> Appearance of the test.

Lecture 17

[ ] Infrastructure for Test
% Space
*Proper Temperature
* Enough Quantity of Stationary
*Evaluation of Test
T Interview

* Any verbal interaction is called interview.

[1 Job Interview
% A method of selection in which we i

] Types of Job Interview
* Telephonic Interviews
*Preliminary Interviews
* Selection Interviews

ing of Pattern Interview
can not ask any question other than pre-defined questions.
ing of Non Pattern Interview

ibility of non-professional and irrelevant questions.
Interview

* An interview in which some questions are pre-defined and some are situational.
] Ways to conduct Interview
*One person interview
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*Panel Interview

A group of people related to the job conduct interview.
1 Arrangements for conducting Interview

*Proper place

> Preparation for questions

< Read out the resumes of candidates.

*Human Resource Development

* Human Resource Development is done through training.
1 Methods for Training

710n job Training

“ILearning while working

> Off job Training

"1 Difficulties in On Job Training

> In certain jobs, on job training is not possible.
TIMethods for Off Job Training

"ILectures

"1Cheaper method of training.

C1For some jobs, it is the most appropriate method.
“1Vestibule training

CJArtificial situation created for training people.
*Role Play

* Business Games

* Case Studies

1 Performance Appraisals

* Evaluation of performance

1 Reasons for performance apprai
* Validation of Human Resource P
* Pay for performance
] Compensation

* Compensation can be:
* Monetary reward
*Non Monetary re
1 Incentives

* Plans for encou

2 in the organization.
Incentives

idual employees who have done good job.

Lecture 18

71 Individual Incentives
*k Employees are paid for:
*Good performance on job.

------ -- 25
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* Good performance during training.

1 Collective Incentives

* Incentives are paid to whole department.

* Incentives for the whole organization can be:
> Profit Sharing.

>k Benefits other than salaries and wages.

* Compensation

* Salary is paid for longer period. e.g. for a week, for a fortnight, for a month or for a year.
*Wages are paid for short term period. e.g. for a day or for an hour or on the basis of units
>k Other ways for compensation can be:
*Free or cheaper food.

*Retirement Plans.

*Pensions.

*Medical Facilities.

* Transportation Facilities.

> Assistance for children education.

71 Equal Employment Opportunity (E.E.O)

*No employee on any base will be discriminated for offering
>k Base can be:

% Gender

* Nationality

* Religion

* Area

* Life Style

* Race

* In many countries, it is against the
* Some people are perceived fit f
* Managers should not evaluate
* Gender :
* Nationality
* Race

* Religion

1 Why do we
>k Job descrip

ics.
job. This concept is known as Stereotyping.
ce on the basis of:

ed Equal'Employment Opportunity (E.E.O)?
es not provide any base for discrimination.
2 have to obey the law.

as shown, variety of people can perform better in an organization. This phenomenon is called
e Diversity.

agers should encourage different types of people to join organization in order to enhance

uctivity.

ollective Affairs of Employees

*k Employees form labor unions in the organization.

*There could be more than one labor organizations in the company.

------ - - 26
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* Collective Bargaining agent (CBA) is a person who has been elected by all the workers in the
organization through legal procedures.

*Negotiations can be on:

* Salary

*Working Conditions

*Timings

* Facilities

> Benefits

> Attitudes

] Motivation

*Motivation is a force that forces people towards a task.

1 Classical Theory of Motivation

*People are motivated because of money or material objects.

1 Fredrick Taylor’s Theory of Scientific Management

*Every job should be studied scientifically.

>k Jobs should be divided on the basis of tasks and skills of labor.

*Pay should be attached with productivity.

7] Time & Motion Studies

*Time spent on jobs should be studied using scientific devi

1 Objection on Fredrick Taylor’s Theory of Scientifi

> This theory considers human beings as machines.

1 Hawthorn Studies

* Basic purpose of these studies was “Effect of light

* Productivity depends upon human relations. *

* Shortcoming of this theory was that huma , human behavior, human liking and disliking and
human interest were ignored.

* Hawthorn Studies became a base for-behavioral studies in organizations.

ons of machines or human motions.

) McGregor Theory -
* Every normal huma
* People work becat
*Pressure can b

% Salary

r Theory - Y
herently like to work.
Gregor Theory - X & Y
ype managers might:
*kUse punishment and threat to make people work.
*k Control activities of the work very closely.
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*Y-Type managers will identify the barriers which are causing problems for workers and try to eliminate
those barriers.

% In some situations, managers have to adopt X-type behavior and in some situations, they have to adopt Y-
type behavior.

* Culturally, in societies, managers are moving towards Y-type behavior from X-type behavior.

"1 Why do People work?

* Need

> A state of felt deprivation.

IMaslow’s Hierarchy Of Needs

(] Biological Needs
*Biological needs are related t
[Safety Needs
* Safety from:
*Cold
** Heat
* Sand

man body’s survival. e.g. food, drink, air, sleep etc.

eem

orth attached by human beings to themselves.

le who have high self esteem are more productive.
f Actualization

CFullest utilization of one’s potential.

] Use of Hierarchy in Motivation
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* Biological needs can be fulfilled by:

* Giving salaries.

*Providing free or cheaper food to employees.

> Providing routine items at concessional prices.

] Safety Needs

% QOrganization can provide safety devices to employees. For instance:
*Helmet

% Glasses

*Gloves

] Safety Needs

% QOrganization can provide safety devices to employees. For instance:
* Special purpose shoes

*Medical Facilities

*Houses

*House rent

*Pick & drop service

*Insurance

*Pension plans

*Preventing people from accidents

“1Social Needs

* Organizations encourage informal organizational act
* These include:

* Combined lunch or dinner
* Sports

* Fun fair

* Musical Programs

Lecture 2

1 Use of Hierarchy in M
1 Self Esteem
*Worth of human bei
* These include:
* Designation of individua
janization.

ployees in the organization.

ect relationship with productivity.

hniques can be used to make self esteem of employees high. These can be:

ash rewards
*kIncrement in the salary

*k Promotion

*kRaising status of employees
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1 Self Actualization

* Fullest utilization of one’s potential.

* These include:

*High Challenges

*High position in the organization

1 Criticism on Maslow’s hierarchy theory

%It is possible that human needs may deviate from the order given by Maslow.

* There is a question mark whether needs finish after self actualization or not.

1 Two Factor Theory or Hygiene theory

> Hertzberg presented this theory by taking the phenomenon of human hygiene.

* Two factors work in the organization:

*Hygiene factors

>k Motivators

* Factors required to keep employees in the organization are called hygie

* Factors used to get high productivity from workers are called motivato

*Hygiene factors fall with the biological needs, safety needs and
hierarchy theory.

* Motivators are almost similar to social needs, Self esteem ne
hierarchy theory.

>k Both factors should be present in the organization at th_

1 Expectancy Theory %

*People in the organization are motivated with:

* Expectations about reward.

* Assurance of getting reward by doing a part

] Equity Theory

* Equivalence in inputs and outcome

* Inputs of employees in an organizal

* Level of education

* Skills

** Experience

* Reputation

*Hard work

* Connections

an organization are:

quity Theory

* Individual will also compare his input/outcome with other individual’s input/outcome.

1 How can Equity Theory be implemented?
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*Managers have to explain reasons for the difference of outcomes of employees in order to keep them
motivated.
*People compare their rewards with the market as well.

Lecture 21

[ IReinforcement Theory

> To strengthen desired behavior at work place.
*To force the workers to adopt that behavior.
*There are two ways for reinforcement:

* Positive reinforcement

>k Negative reinforcement

* Positive reinforcement means to encourage a particular beh
*Negative reinforcement means to discourage a particu

[ IHuman Relations
*Human Relations can be:
* Employee to employee
* Employee to employer

| JJob Enrichment
*This is needed when people are.
*Job enrichment means addi
*To provide opportunities to

more in the organizatic
1 Job Re-designing

*To re-design a tas

ming.
into the job.
es to apply their talent, knowledge and creativity for performing

1 Job Shari
vork.

Objective (MBO)

O is opposite to the traditional management.

d planning is made in collaboration with the subordinates.

ifficulties with MBO

le do not understand the philosophy of MBO.

pplication of MBO

*k Subordinates set their goals by themselves with the consultancy of top management.

[] Psychological Contract
------ - - 31
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% A contract between employee and the organization.
* With the achievement of psychological contract, workers will have high level of morale and satisfaction.
] Leader

* A person who influences people for the achievement of pre-defined goals.

[] Leadership
* Ability of an individual to influence others.

[ Difference between a leader and a manager

Leader Manager
Leader is a change agent. Manager is more concerned with

the status co.

TILeadership

* Powers of leaders

*Position powers

*Personal powers

> All those powers/authorities which are attached to a
*kPosition powers are transferable.
* Powers attached with some person are called per
* These are non transferable.

] Types of leaders

1 Autocratic leaders

* Leaders who take decisions by th
*This type of leadership is used in
* These types of leaders hav
* Managers take more powe
* Managers do not trust t
* Subordinates might n
1 Democratic Leadé :
* Democratic leaders sh he ideas.

* In this style,deaders will encourage more communication.

stances when there is not much time for decision making.
ralized powers.

ordinates.
-enough training.

1 Free-Re

* Manageél 1d more upon subordinates.

*Enc the subordinates to make decisions by themselves.
* h is practiced when

1 Difference of communication in leadership styles
*In autocracy, there will be downward communication but no upward communication. i.e. one way
communication.
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> In democracy, there is both way communications. I.e. upward and downward communication.

*In free rein, there will be more communication among subordinates and occasional communication among
subordinates and managers.

*Method of decision making depends upon the situation.

1 Contingency approach of Leadership

< Every job has its own uniqueness.

*With the change in task, different type of leaders and different leadership style is required.

Lecture 22

Marketing

* All those activities which make the exchange possible.

* Exchange includes:

% Exchange of goods, services and ideas from one person, organization a
organization and place.

% A system of business activities designed to plan, price, place and
potential customers.

1 Potential Customers

A person, a body, an institution or a firm who has:

* Need

* Money

*Willingness to spend money.

] System

* A set of interrelated and interdependent activi

] Planning for marketing '

* What should be marketed?

*When should be marketed?

*Where should be marketed?

* Distribution

*Pricing

*What is going to be th e product?

* Promotion

* Should the produc

] Marketing

other person,

s, services and ideas to

keting ideas can be applied on non business activities. This is called social/societal marketing.
is includes:

* Asking for donations.

* Drive slow.

% Say your prayers.
------ - - 33
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* Need Is a state of felt deprivation.
* Marketers satisfy the needs through products, services, objects and ideas.
*Market is a place where people exchange goods, services and ideas.

[] Stages in Marketing

1 Production oriented stage
* All the efforts are made to produce more and more.

1 Product oriented stage

* Management focuses on quality of product rather than quantity of product.
1 Sales oriented stage

*Sellers feel the need of an organized institution that coordinates all activities related
71 Marketing oriented stage :
>k Unsatisfied needs of the customers are satisfied.

1 Societal Marketing stage

*Benefits of society are considered by the organizations.
1 Value

* Difference between cost and benefits of the product.
[ Jutility

> Ability of any commodity to satisfy the needs.
1 Forms of Utility

] Time Utility

>k Customers get the commodity when they want.
] Form Utility
* Converting the shape of the product from one
] Place Utility "
* Transportation of product from one pl
1 Ownership Utility
* Product owned by the manufact
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