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Performance formula (mcgs)
Performance = Capacity x Commitment

Knowing this, managers can analyze various factors of the equation and address those
areas that are weak to improve the result of the equation: performance.

Stress (mcqs) lecture 33

Safety hazards for workers lecture32_~~,

LTt - -

1. Job hazard analysis: The main goal of safety and health professionals is to prevent

job-related injuries and illnesses.

Safety hazards include slips, trips and falls, operating dangerous machinery and

electrical hazards. 03-2ug-2019

https://staysafeapp.com » blog » 6-types-of-workplace-ha. .
Workplace Hazards | Types of Hazard | StaySafe App
Why the performance appraisal fail? Lecture 27



ITII. Performance Appraisal Failures:
Some times performance appraisal process do not satisfy the purpose for which it is conducted, that means it is
faced with some failures and there are certain reasons, these reasons are as under:
1. Manager lacks information
Lack of appraisal skills
Manager not taking appraisal seriously
Manager not prepared
Employee not receiving ongoing feedback
Manager not being honest or sincere
Ineffective discussion of employee development
Unclear language
Insufficient reward for performance

o

Y

o

Pay for performance lecture 28

I. Performance Based Pay—PA data provide the input for such approaches as merit pay, variable
pay, skill-based pay, and competency-based pay.
1. Merit Pay: A pay increase given to employees based on their level of performance as indicated in the
appraisal.
2. Bonus: The most common type of variable pay for performance and is a one-time award that is not
added to employees’ base pay.
Skill-based Pay: A system that compensates employees on the basis of job-related skills and knowledge
they possess, not for their job titles.
4. Competency-Based Pay: A compensation plan that rewards employees for their demonstrated
expertise.

=

II. Seniority—The length of time an employee has been associated with the company, division,
department, or job is referred to as seniority.

II1. Experience—Regardless of the nature of the task, very few factors has a more significant impact on
performance than experience.

IV. Membership in the Organization—Some components of individual financial compensation are
given to employees without regard to the particular job they perform or their level of productivity.

What tasks organizations expect from HR professionals lecture 45

G. Expectations for HR Professionals

Today’s dynamic environment places some expectations upon the HR professional to meet the changing
environment and contingencies these expectations are enlisted as following:

¢  Understand problems assigned
e Stay competent and professional through study and research
¢ Maintain high standards of personal honesty and integrity

® Consider the personal interests, welfare, and dignity of all employees affected by recommendations and
actions

¢ Ensure organizations maintain high regard for public interest and personal interests and dignity of
employees

What is the role of HR professionals in Training and Development? Lecture 23



I

. Role of the HR Department in Training and Development

HRM department helps in Tmining and development program by performing the following functions.

Provide employee orientation training.
Contrbute to management development programs.
Provide trainj_ng and development.

Evaluate training.
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How smoking is... in work place environment of the firm? 3 marks Lec 32

d. Smoking in The work place
Numerous studies have concluded that workplace smoking not only is hazardous to employees” health, but also
is detrimental to the fim’s financial health. Increased costs of insurance premiums, higher absenteeism, and lost
productivity cost huge amount a year. These factors, along with rising opposition from nonsmokers and
widespread local and state laws, have spurred many firms into action, and the trend continues.
»  The rewards of good health habits

1. Disadvantages of job Evaluation? 3 marks lecture 27
Disadvantages of Job Evaluation

Lack of Complete Accuracy. The accuracy claimed by it is not in
fact accurate. ..

Unrealistic Assumptions. ..
Formation of the Committee. .
Selection of a Suitable Method.
Number of Factors. ..

Equal Pay for Equal Job. ..
Unsuitable for Small Concerns.



2. Differentiate b/w McGregor's theory -X and theory- Y? 5marks lecture 31

c. McGrepor’s Theorv-X and Theorv-Y

McGregor’s Theory-X represented the traditional management view that employees are lazy, was uninterested in
work, and needed to be prodded to perform. In contrast his theory Y viewed employees as creative, complex,
and mature individuals interested in meaningful work. McGregor believed that under the right circumstances,
employees would willingly contribute their ingenuity and their talents for the benefits of the organization. He
suggested that the mangers motivate em-Oloyees by giving them the opportunity to develop their talents more
fully and by giving them the freedom to choose the methods they would use to achieve organizational goals. In
McGregor’s view the mangers role was not to manipulate employees but to align their needs with needs of the
organization so that employees would regulate their own actions and performance. These insights lead
researches to investigate the origins and processes of motivation more closely.

4. What organization expect from HR Professionals? 5 marks repeat
5. Identify career development methods ? 5 marks lecture 24

IV. Career Planning and Development Methods
There are numerous methods for career planming and development. Some currently utilized methods, most of
which are used m vanous combuations, are discussed next.

a.

Discussions with Knowledgeable Individuals—In a formal discussion, the superior and
subordinate may jointly agree on what type of career planning and development activities are
best. In other instances, psychologists and gumdance counselors provide thus service. In an
academic setting, colleges and umiversities often provide career planmng and development
mnformation to students. Students often go to their professors for career advice.

Company Material—Some firms provide matenal specifically developed to assist their
workers in career planming and development. Such material is tailored to the firm’s special
needs. In addition, job descriptions provide valuable insight for individuals to personally
determine if a match ewmists with their strengths and weaknesses and specific positions
considered.

Performance Appraisal System—The firm’s performance appraisal system can also be a
valuable tool in career planning and development MNoting and discussing an emplovee’s
strengths and weaknesses with lus or her supermisor can uncover developmental needs. If
overcoming a particular weakness seems difficult or even impossible, an alternate career path
may be the solution.



d. Workshops—5Some orgamzations conduct workshops lasting two or three days for the meas
purpose of helping workers develop careers witlun the company. Emplovees define and match
their specific career objectives with the needs of the company. At other times, workshops are
available mn the community that the company may send the worker to or workers may uutiate
the visit themselves.

e. Personal Development Plans (PDP)—Mlany emplovers encourage emplovees to wite their
own personal development plans. This is a summary of a person’s personal development needs
and an action plan to aclhiueve them. Workers are encouraged to analyze their strengths and
weaknesses.

f. Software Packages—Some software packages assist emplovees i navigating their careers.

g. Career Planning Web Sites—There are numerous Web sites available that provide career
planning and career counseling as well as career testing and assessment.

6. What is Political tactics? Differentiate b/w building relationship and controlling
resources? 5 marks lecture 37

Political Tactics

Political tactics are activities that fall outside the

standardized, formal processes of the organization. Four Political Cuntrulli{lg! Resources
types of political tactics are building relationships, Tactics il Dﬁ:::i::;;";kmg

controlling resources, image management, and blame
and mgratiation.

Employing Image
¢ Building Relationship Management, Blame,

and Ingratiation

People develop relationships through coalitions,
alliances, networks, and supportive managerial linkages.
Coalitions are relationships formed over specific issues;

alliances are general agreements of support among different individuals and groups; and networks are broad,
loose support systems. Relationslup building can either help or harm the organization.

a. Controlling Resources
Controlling resources and decisions, another type of political tactic, mvolves developing expertise, becoming

mdispensable, and mfluencing decision cntenia. Like relationship building, controlling resources and decisions
can either help or harm the organization.

7. Suppose you are a HR manager and you’re Need to prepare cost-effective
method of family oriented of the employee. What are the tips you given to your
executive? 5 marks
https://www.shrm.org/hr-today/news/hr-news/pages/arte-nathan-hr-success-

tips.aspx

1 question not in mind which is 3 marks


https://www.shrm.org/hr-today/news/hr-news/pages/arte-nathan-hr-success-tips.aspx
https://www.shrm.org/hr-today/news/hr-news/pages/arte-nathan-hr-success-tips.aspx
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*Q53-* What HR manager should do to the problems ' Do Only what you get paid

for' Syndrome? Lecture 30
I. Challenges of Pay-for-Performance System

a) Pay for Performance: The Challenges
This section covers the attitudes that employees have about pay, the difficulties 1n measunng performance, the
psychological contract, lack of flexibility, the importance of credibility, job satisfaction, stress, and the potental
reduction of mntrinsic drives.

1 The “Do Only What You Get Paid For” Syndrome: The closer pay is tied to particular
performance mdicators, the more employees tend to focus on those indicators and neglect
other important job components

Solutions:

|I a) Link Pay and Performance Appropriately: There are few cases in which managers can justfy paving
workers according to a pre-established formula or measure.

21)) Use Pay for Performance as Part of a Broader HRM System: Pay-for-performance programs are
not likely to achieve the desired results unless complementary HRM programs accompany them.

c) Build Employee Trust: Even the best conceived pay-for-performance program can fail if managers
have a poor history of labor relations or if the organization has a cutthroat culture

3 d) Promote the Belief that Performance Makes a Difference: Unless an organization creates an
atmosphere in which performance makes a difference, it may end up with a low-achievement
organizational culture

I.{e] Use Multiple Layers of Rewards: Because all pay-for-performance systems have positive and negative
features, providing different types of pav mecentives for different work situations 1s likely to produce
better results than relying on a single type of pay mcentive

5‘ f) Increase Employee Involvement: When emplovees do not wiew a compensation program as
legitimate, they will usually do whatever they can to subvert the system

Hg2) Use Motivation and Non-financial Incentives: Some people are more interested in the non-financial
aspects of their work



*Q54-* Differentiate between Internal and External equity? Lec 28

a.

Equity—Workers’ perceptions that they are being treated fairly. Compensation must be fair to
all parties concerned and be percerved as fair

External Equity —Exists when a firm’s emplovees are paid comparably to workers who
perform smmlar jobs in other firms.

Internal Equity—Ezsts when employees are paid according to the relative value of their jobs
within an orgamzation.

Employee Equity—Ezxsts when indrviduals performung simular jobs for the same firm are
paid according to factors unique to the employee, such as performance level or semonty.

Team Equity—Achieved when more productive teams are rewarded more than less-
productive teams.

*Q55-* Why organization measure the performance of-employees? Lec 25,26

Measuring employee performance helps calibrate those goals by providing insight into
where someone is doing well and could be stretched and areas that are not a
strength yet. Based on performance feedback, self-reflection, and business needs,
employees should set their own goals — not the manager or the company.

*Q56-* The union representation is seme sectors is greater as compared to other

sectors. Give five examples of such.sectors? Lec 36

Educators

Steelworkers

Public Service Workers

Auto Workers

Electrical Workers

*Q57-* Identify five methods usually used for career development? Repeat
*Q58-* Describe benefits an organization can gain from safe and healthy
employees? Lecture 32



V. Benefits of a Safe and Healthy Workforce
¢ More productivity
¢ Increased efficiency and quality
® Reduced medical and msurance costs
o Lower workers’ compensation rates and payments
*  Greater workforce flexibility

Paper#4
14-3-2022

1. Differentiate career development from employeedevelopment? (3 marks)

ITI. Career Development

A formal approach taken by an organization to help its people acquire the skills and expeniences needed to
perform current and future jobs is termed as career development. Company’s policies especially policies
regarding promotion, counseling the emplovees, opportunities to excel in future help employees to develop their
career. Career development consists of skills, education and experiences as well as behavioral modification and
refinement techniques that allow individuals to work better and add value.

Career development 15 an ongomng orgamzed and formalized effort that recogmizes people as a vital
orgamzational resource. It differs from tramming m that it has a wider focus, longer time frame, and broader
scope. The goal of traming is improvement in performance; the goal of development is enrichment and more
capable workers.

Recently, career development has come to be seen as a means for meeting both organizational and employee
needs, as opposed to solely meeting the needs of the organization as it had done i the past. Now, organizations
see career development as a way of preventing job burnout, providing career nformation to emplovees,
improving the quality of work lives and meeting affirmative action goals. That is, career development must be
seen as a kev business stratepy if an organization wants to survive in an increasingly competitive and global
business environment.
: . s oo . s
f. Employee Development
Emplovees should know exactly what is expected of them and what is required by the firm for advancement i
the job or via promotion.

2. Why suspended employee has negative effect for the organization? (3
marks)lec 39



c. Suspension
A suspension or layoff would be the next disciplinary step, usually taken only the pror steps have been
implemented without the desired outcome. Exceptions-where suspension is given without any prior verbal or
written warning —occasionally occur if the infraction is of a serious nature.
A suspension may be for one day or several weeks; disciplinary lavoffs in excess of a month are rare. Some
organizations skip this step completely because it can have negative consequences for both the company and the
emplovee. From the organization’s perspective, a suspension means the loss of the employee for the layoff
perod. If the person has umique skills or is a vital part of a complex process, her loss dunng the suspension
period can severely impact her department or the organization performance if a suitable replacement cannot be
located. From the employee’s standpoint, a suspension can result in the employee returning in a more unpleasant
and negative frame of mind than before the layoff.
Then why should management consider suspending employees as a disciplinary measure? The answer is that a
short layoff is potentially a rude awakening to problem employees. It may convince them that management is
serious and may move them to accept responsibility for following the organization’s rules.

3. How would you differentiate downward communication from upward
communication? (5 marks) lec 34

VI. Levels of Communication

a. Upward Communication
Upward communication from subordinates to superiors provides management with valuable mnsight into how
the orgamzation is functioning, and provides superiors with feedback about whether subordinates understand
orders and instructions. It gives emplovees an opportunity to vent their feelings. Upward communication can
be encouraged by social gathenngs, union publications, repular meetings, performance appraisal meetings,
grievances, attitude surveys, a suggestion system, and open door policy, indirect measures, and email. Formal,
comprehensive programs and upward appraisals also encourage upward communication.
When communicating with a supervisor, avoid phrases that may inadvertently signal a lack of responsibility on
vour part. Avold counterproductive body language and nonverbal mannernsms.

b. Downward Communication
Downward communication i1s transmitted from supenor to subordinate on subjects like corporate wision and
mussionn, what the job consists of, performance evaluations, job instruction, and organizational policies and
practices. This format can help buld commitment by keeping employees informed about what the orgamization
plans to do. Some firms install open-book management programs that manage without concealment, and
motivate all employees to focus on helping the business grow profitable and mcreasmg the retum on it human
capital Open-bock management fosters trust and commitment among emplovees by treating them more like
partners. When commumicating with subordinates, remember that fairness and the appearance of fairness are
keys. Make sure vour body language comes across as open and receptive.

c. Horizontal Communication
Horizontal or lateral communications are messages between departments or people in the same department.
Managers use mdividuals or committees to bridge departments and improve the flow of communication
between them by using haison personnel, commuttees and task forces, and independent integrators.

4. Career development kay 5 steps (5 marks) repeat
5. What expect HR management (5 marks) repeat

6. Reinforcement k hawaly say courage or encourage ka batana tha (3 marks)
lec 31



e. Reinforcement Theory
In 1911, psychologist Edward Thomdike formulated the law effect: Behavior that i1s followed by positive
consequences probably will be repeated. This powerful law of behavior laid the foundation for country
nvestigations into the effects of the positive consequences, called rein forcers that motivate behavior
Orgamizational behavior modification attempts to people’s actions.

Four key consequences of behavior either encourage or discourage people’s behavior
1. Positive Reinforcement- applying a valued consequence that increases the likelihood that the person
will repeat the behavior that led to it Examples of positive reinforces include compliments, letters of
commendation, favorable performance evaluations, and pay raises. Equally important, jobs can be
positively reinforcing. Performing well on mteresting, challenging, or enriched jobs (discussed later in
tlus chapter) 1s much more reinforemg, and therefore motirating, then performing well on jobs that

are routine and monotonous.

12

Negative Reinforcement- removing or withheolding an undesirable consequence. For example, a
manager takes an emplovee (or a school takes a student) off probation because of improved
performance. Frequent threatening memos admonished people to achieve every one of their many

performance goals

7. Five benefits of healthy and safe employee methods of performance
development. Repeat

8. How prevent to accident in an organization as a health manager lec 32

a. Developing Safety Programs—Orgamzational safety programs requue planmng for
prevention of workplace accidents. Plans may be relatively simple or more complex and lughly
sophisticated in order to fit the organization’s size. Top management’s support is essential if
safety programs are to be effective. Tremendous economic losses can result from accidents.

9. Advantage and disadvantages of power. Lec 39

III. Advantages and Disadvantages of Power
Power is necessary in an organization because it helps managers fulfill their leadershup responsibilities; it also
helps all employvees mfluence others in purswit of organizational and personal goals. Two key benefits are the
ability to inspire commitment (as a reaction to expert or referent power) and the ability to reduce uncertainty for
others in the organization. Empowerment leads to other benefits, such as support for creatrvity and reduction of
bureaucratic obstacles. The main disadvantage is the potential for misuse and abuse, which can harm individuals
and the organization.

Paper#5



28-2-2022

Difference between leader and management?

The main difference between leaders and managers is that leaders have people follow
them while managers have people who work for them. A successful business owner
needs to be both a strong leader and manager to get their team on board to follow them
towards their vision of success.

Pay for performance ki types thi. Repeat
Team-based plan ki disadvantages lecture 30

Advatages: communication between employees is much more free-flowing and effective
b. Team-Based Plans Teams Resolve Problems Quicker

Team-based plans attempt to support other efforts to increase the flexibility of the work force within a firm.
These plans normally reward all team members equally based on group outcomes. The advantages of team-
based pay-for-performance plans include they foster group cohesrveness and they facilitate performance
measurement. Disadvantages include possible lack of fit with mdividualistic cultural values, the free-nding
effect, social pressures to limut performance, difficulties m identifying meammngful groups, and intergroup

competition leading to a decline in overall perfformance.
Disadvantages: Some People are not Team Players,

Under-performing Employees Hide Behind the Team

Copyright © Virtual University of Pakistan 133

Why annual increment.is better for employee performance than the
annual sanitary.

It helps employees to determine their role in the company and to see their
professional future clearer. In other words, it sets them on the path to improving their
skills. Bonuses, money always helps. If an employee performance review is positive, it could
Improve the employee's salary. 14-Jul-2022

Job rotation ki types (job rotation and its kind) lecture 23



mcqs
o Job Rotation: It involves moving employees to various positions i organization in an effort to
expand their skills, knowledge and abilities. Job rotation can be erther honzontal or vertical

Vertical rotation 15 nothung more than promoting a worker in to a new position.

5 reasons for international assignment failure lecture 45
Job evaluation lecture 27

Why suspending employees should be used as a disciplinary measure?
(3 marks) lecture 39

c. Suspension
A suspension or layoff would be the next disciplinary step, usually taken only the prior steps have been
implemented without the desired outcome. Exceptions-where suspension 1s grven without any pnor verbal or
written warmng —occastonally ocecur if the infraction 1s of a senious nature.
A suspension may be for one day or several weeks; disciplinary layvoffs in excess of a month are rare. Some
organizations skip this step completely because it can have negative consequences for both the company and the
employee. From the organization’s perspective, a suspension means the loss of the employee for the layoff
period. If the person has umique skills or is a vital part of a complex process, her loss during the suspension
period can severely impact her department or the organization performance if a suitable replacement cannot be
located. From the employee’s standpoint, a suspension can result in the employee returning in a more unpleasant
and nepgatrve frame of mind than before the layoff.
Then why should management consider suspending employees as a disciplinary measure? The answer is that a
short layoff is potentially a mude awakening to problem emplovees. It may convince them that management s
serious and may move them to accept responsibility for following the organization’s miles.

CEOQO’s steps for promoting.communication inside the organization (3
marks) midterm

Aik hrm say related tha labor ki performance evaluate kesy karengay.
(3 marks) lecture 26

They might include rating scales, self-assessment checklists, formal observations or
performance tasks. Typically, at least a portion of an employee's performance evaluation
includes a review of outcome metrics or progress against previously identified goals .

25-Feb-2020

Career development stages (5 marks) repeat

How will you advise your friend who is having high level of stress (5
marks) lecture 33



Managing Stress

Experts emphasize that some stress is healthy and moderate stress is the key to survival

a. INDIVIDUAL COPING APPROACHES—There are a number of ways, that imndividuals
may take to control excessive stress. There are several specific techniques that individuals can
utilize to deal with stress. These methods include hypnosis, biofeedback, and transcendental
meditation.

Hypnosis: An altered state of consciousness that is artificially induced and characterized by increased
receptiveness to suggestions. H'_\.-|:rost|s is a changed state of awareness and increased relaxation that allows for improved focus and
concentration.

Biofeedback: A method that can be used to contrel inveluntary bodily processes, such as blood pressure or

heart beat rate. Biofeedback is a techn que you can use to learn to control some of your body's functions, such as your heart rate

Transcendental meditation (TM): A stress-reduction technique whereby a secret word or phrase (mantra)
provided by a trained instructor is mentally repeated while an individual is comfortably seated.
The TM technique is a simple, natural mental technigue, practiced with the eyes closed while sitting comfortably.

International Assignment failure 5 reasons (5-marks) Lecture 45

Family friendly benefits organization kyu use karte hai trend kay tor
py ya unko faida bhi hota hai. (5 marks)

f) Evolving Work and Family Roles

The proportion of dual-career families, in which both wife and husband (or both members of a couple) work, 1s
increasing every vear. Unfortunately, women face the double burden of working at home and on the job,
devoting 42 hours per week on average to the office and an additional 30 hours at home to children Thus
compares to 43 hours spent working in the office and only 12 hours at home for men.

More and more companies are introducing "family-friendly” programs that give them a competitive advantage in
the labor market. These programs are HR tactics that companies use to hire and retain the best-qualified
employees, male or female, and they are very likely to payoff. For instance, among the well known orgamizations
/ firms, half of all recruits are women, but only 5% of partners are women. Major talent is being wasted as many
women drop out after lengthy trainimng because they have decided that the demanding 10- to 12-year partner
track requires a total sacrifice of famuly life. These firms have started to change their policies and are already
seeing gains as a result. Different compames have recently begun offering child-care and eldercare referral
services as well to facilitate women workers as well as are introducing alternative scheduling to allow employees
some flexibility in their work hours.

Role of training and development Lecture 23

H. Role of line Managers and Training and Development
¢ Prowvide employee onentation trauung.

*  Assess tramnung needs and plan developmental strategies.

* Prowide on-the-job trammng.

e  Ensure transfer of tramning.



I. Role of the HR Department in Training and Development
HRM department helps in Training and development program by performing the following functions.
s Provide employee onientation traing.
¢ Contobute to management development programs.
e Provide traming and development.
L]

Evaluate traming.

Advantages that organization can gain from HRM

1. HRM helps in Hiring and Training the Workforce

2. HRM takes care of the Performance Management System

3. HR helps in building culture and values in the organization

4. Conflict Management is also an important responsibility of HR
5. HR is responsible for developing good relations

6. Conflict Management

Paper#6

15-sept-2022
Does indirect cost of an accident exceed.the direct cost for an organization? Why
or why not? (5 marks) lecture.32

Indirect costs are all the "uninsured” additional costs associated with an accident. What is
important to realize is that indirect costs are usually much greater than direct costs:
From 2-10 times as expensive.

An organization where operations are so diversified that finding the job similarity
is quite difficult. HR manager wants to develop an efficient strategy so that job
pricing become easy. As HR Manager, which job pricing strategy would you suggest
for this organization and why? (5 marks) Lecture 28


http://www.younghrmanager.com/performance-management-steps-to-improve-mainatin-a-good-buisness
HP
Highlight
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Highlight
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Highlight


A. Job Pricing

Job pricing means placing a dollar value on the worth of a job.

I. Pay Grades—The grouping of similar jobs together to simplify the job pricing process. Plotting jobs
on a scatter diagram is often useful in determining the appropriate number of pay grades.
Pay grades facilitate the employment process by providing a fixed framework of salary ranges

II. Wage Curve—The fitting of plotted points in order to create 2 smooth progression between pay
grades. A wage curve displays the current pay rates for various jobs within a pay grade in relation to their company ranking.

III. Pay Ranges—Includes a minimum and maximum pay rate with enough variance between the two to
allow some significant pay difference.

IV. Broad Banding—A technique that collapses many pay grades (salary grades) mto a few wide bands
in order to improve orgamzational effectiveness.

V. Single-Rate System—Pay ranges are not appropriate for some workplace conditions. When single
rates are used, everyone in the same job receives the same base pay, regardless of seniorty or
productivity. Thus rate may correspond to the midpoint of a range determuned by a compensation

In an organization where operations are so diversified that finding job similarity
is difficult, | would suggest the job pricing strategy‘ef.broad banding.

Broad banding is a job pricing strategy that invalves consolidating a large
number of job classifications into a smallersaitimber, of broad bands. Each broad
band includes jobs that are similar in termsiof skills, responsibilities, and
required qualifications, but allows for a'widerrange of pay levels within each
band. By grouping jobs together into broadér bands, HR managers can simplify
the job pricing process and make it easier'to manage. Broad banding is a more
efficient and flexible job pricing strategy for organizations with diverse
operations, as it allows for a mere'fuanced and dynamic approach to job pricing,
while reducing the administrative burden associated with traditional job
classification systems.

How an organization implements successful Career Management
Practices? (5 marks) lecture 25



o]

B. Successful Career-Management Practices Q/A

Following steps can be helpful towards successful career management practices in the orgamzations.
| » Placing clear expectations on employees.
2e Giving employees the opportunity for transfer.
de Providing a clear succession plan
lj» Encouraging performance through rewards and recognition.
5 Encouraging emplovees to continually assess their sklls and career direction.
5e

Giving emplovees the ime and resources they need to consider short- and long-term career goals.

— - as = a a = N - a2 - s — -

What organization should do to use monitoring-devices to control
theft while not intimidating or invading the privacy of honest
employees? (5 marks) lecture 45

How would you differentiate downward communication from upward
communication? (5 marks) repeat

Describe the purpose of disability of employee benefits program. (3
marks) midterm

Why Customer appraisalis important in measuring the quality of a
computer’s products? (3 marks)

Quality is critical to satisfying your customers and retaining their loyalty so they
continue to buy from you in the future (Quality products make an important contribution
to long-term revenue and profitability. They also enable you to charge and maintain higher
prices.

Briefly describe the interactionist view in conflict thought. (3 marks)
lecture 36



I. Transitions in Conflict Thought

Conflicts are bad and must be avoided
Under traditional view conflict 15 a process m which people
disagree over sigmficant issues, creating friction between parties.
One wview of conflict is that it 1s dysfunctional and harmful to
orgamizations, because the struggle over mcompatible goals is a
waste of ume that prevents people and orgamizations from being
productive and reaching their potential On the other hand,
enhance probelm interactionist view states that when conflict is based on issues
50"'-"“_"'9_ and rather than personalities, it can enhance problem solving and
creativity creativity. Open discussions of differing wiewpoints allows for a
thorough consideration of alternatrres and their consequences in
the course of decision making Conflict can also increase
motivatton and energize people to focus on a task Human

relation view states that Conflict 15 a natural occurrence and we
should accept conflict. conflicts are natural , must occur for
better ideas

Does any relationship exist between competency level and
dependability of followers in a leadership process? (3 marks)

Lecture 40

A. Leadership

Leadership is a process where Leader/Person, who influences individuals and groups in an organization, helps
them establish goals, puides them toward achievement of those goals, and allows them to be effective as a result.

Leaders fill many roles simultaneously. Leaders not only influence others to achieve desired goals, they interact
with and motivate subordinates, and deal with conflict and any other issues that may anise.

How Leaders Provide a Vision: To be effective, leaders must provide a vision that is a general statement of
the organization’s intended direction that evokes positive emotional feelings i orgamzation members.

What a trainer can do to derive trainee motivation before and during training
course? (3 marks) Lecture 22



c. Phase 3: Training Methods

s Lecture
The Lecture is an efficient means of transmitting large amounts of factual information to a relatively larpe
number of people at the same time. It is traditional method of teaching and is used in many training programs. A
skilled lecture can organize matenal and present it in a clear and understandable way. How ever a lecture doesn’
allow active participation by learners.

¢ Case method
A Tranmg method mn which tramnees are expected to study the information provided in the case and make
decisions based on 1t.

s  Simulations
Simulators are training devices of varving degrees of complexity that duplicate the real world. Simulation refers
to creating an artificial learning environment that approximates the actual job conditions as much as possible.

* Apprenticeship
This type of trainmg refers to the process of having new worker, called an apprentice, work alongside and under
the direction of skilled techmician.

* Internships
Internshups and assistantships provide tramming similar to apprenticeship traiming; however’ assistantships and
internships typically refer to occupations that require a hugher level of the formal education than that required by
the skilled trades. Many colleges and wmversities used to develop agreements with organizations to provide
internships opportunities for students.

¢ Coaching And Mentoring
Some orgamizations 4ssign an experienced to serve as a mentor for new emplovees. Effective mentors teach their
protéges job skills, provide emotional support and encouragement. Coaching and mentoring are primarily on-
the-job development approaches emphasizing learming on a one-to-one basis. Coaching 15 often considered a

Paper#/



56 MCQS & 8 Questions(4 short & 4 long)

Differentiate career development from
employee development? Short

Five benifits of healthy and safe employee
Methods of performance development
How prevent to accident in an organization

Wo

I. Safety Programs
Today, it has become clear that optimal health can generally be achieved through environmental safety,
orgamizational changes, and different hifestyles.

a. Developing Safety Programs—Orgamzational safety programs require planming for
prevention of workplace accidents. Plans may be relatively simple or more complex and hughly
sophisticated in order to fit the organization’s size. Top management’s suppott is essential if
safety programs are to be effective. Tremendous economic losses can result from accidents.

1. Job hazard analysis: The main goal of safety and health professionals is to prevent
job-related injuries and illnesses.

2. The Superfund Amendments Reauthorization Act, Title III (SARA): SARA
requires businesses to communicate more openly about the hazards associated with the maternials they use and
produce and the wastes they generate.

-

3. Employee involvement: One way to strengthen a safety program is to include
employee input, which provides workers with a sense of accomplishment.



How would you differentiate downward
communication from upward
communication? Long

Five benifits of healthy and safe employee
'Methods of performance development

How prevent to accident in an organization
as a heath manger

Advantage and disadvantages of power.

III. Advantages and Disadvantages of Power
Power is necessary in an orgamization because it helps managers fulfill their leaderslup responsibilities; 1t also
helps all employees influence others in pursuit of organizational and personal goals. Two key benefits are the
ability to inspire commitment (as 4 reaction to expert or referent power) and the ability to reduce uncertainty for
others in the organization. Empowerment leads to other benefits, such as support for creativity and reduction of
bureaucratic obstacles. The main disadvantage 1s the potential for misuse and abuse, which can harm indrviduals

and the orgamization.



IV. Performance Appraisal Methods
The type of performance appraisal system utilized depends on its purpose. If the major emphasis is on selecting
people for promotion, tramung, and merit pay increases, a traditional method such as rating scales may be most
appropuate. Collaborative methods are designed to assist emplovees in developing and becoming more effective.

a.

h

Paper#8

360-Degree Feedback—Involves mput from multiple levels within the firm and external
sources as well

Rating Scales—Rates employees according to defined factors. The factors chosen for
evaluation are typically of two types: job related and personal characteristics.

Critical Incidents—Requires written records be kept of highly favorable and highly
unfavorable work actions.

Essay—The rater simply writes a brief narrative describing the employee’s performance. This
method tends to focus on extreme behavior in the emplovee’s work rather than routine dav-to-
day performance.

Work Standards—Compares each employee’s performance to a predetermined standard, or
expected level of output.

Ranking—The rater simply places all employees in a given group in rank order on the basis of
their overall performance. Paired companson 1s a vanation of the ranking method that involves
comparing the performance of each employee with every other emplovee in the group.

Forced Distribution—rAn appraisal approach where the rater is required to assign indrviduals
in the work group to a limited number of categories similar to a normal frequency distribution.
Forced-Choice And Weighted Checklist Performance Reports—The forced-choice
performance report 1s a technique in which the appraiser is given a series of statements about
an individual and the rater indicates which items are most or least descrptive of the employee.

The weighted checklist performance report is a techmque whereby the rater completes a form
. . |
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Career development k.types/ stage.ye har bar repeat horha hn .es k
types konse hn . Lecture 24

IV. Career Planning and Development Methods
There are numerous methods for career planning and development. Some currently utilized methods, most of
which are used in various combinations, are discussed next.

a.

Discussions with Knowledgeable Individuals—In a formal discussion, the supernor and
subordinate may jointly agree on what type of career planning and development activities are
best. In other instances, psyvchologists and guidance counselors provide this service. In an
academic settng, colleges and wversities often provide career plammung and development
mformation to students. Students often go to their professors for career advice.

Company Material—Some firms prowvide matenal specifically developed to assist their
workers in career planning and development 5uch material is tailored to the firm’s special
needs. In addition, job descrptions provide wvaluable insight for indrmduals to personally
determine if a match exists with thew strengths and weaknesses and specific positions
considered.

Performance Appraisal System—The firm’s performance appraisal system can also be a
valuable tool in career planning and development. Noting and discussing an employee’s
strengths and weaknesses with lus or her supervisor can uncover developmental needs. If
overcoming a particular weakness seems difficult or even impossible, an alternate career path
mav be the solution.



Workshops—Some organizations conduct workshops lasting two or three days for the
purpose of helping workers develop careers within the company. Employees define and match
their specific career objectives with the needs of the company. At other times, workshops are
available i the community that the company may send the worker to or workers may mitiate
the visit themselves.

Personal Development Plans (PDP)—M\lany employers encourage employees to write their
own personal development plans. This 1s 2 summary of a person’s personal development needs
and an action plan to achieve them. Workers are encouraged to analyze their strengths and
weaknesses.

Software Packages—Some software packages assist emplovees in navigating their careers.

Career Planning Web Sites—There are numerous Web sites available that provide career
planning and career counseling as well as career testing and assessment.

Or job evaluation most important repeat horha hn repeat

Employee retirement income security act 1974 d<ecture 29

Iv.

Other Benefit-Related Legislation

mcqs

Employee Retirement Income Security Act Of 1974 (ERISA)—The Employee Retirement Income
Security Act of 1974 (ERISA) was passed to strengthen emisting and future retirement programs.
Mismanagement of retirement funds was the primary factor in the need for this legislation.

Older Workers Benefit Protection Act (OWBPA)—The Older Workers Benefit Protection Act
(OWBPA) 15 a 1990 amendment to the ADEA and extends its coverage to all employee benefits. The
act has an egual benefit or equal cost principle.

How communication:services as the foundation for hrm activities?



Lecture 34

B. Commumnication in organization

The transmission of mformation and utnderstanding through
the use of common symbeols is termed as commuMicAatio.
Communiication is the emchange of nformation between
people; it occurs when omne person wnderstands the meandiimg
of a message sent by another person, and responds to it
Two forms of information are sent and received in
commmuarications: facts and feelings. Facits are pieces of
information that can be objectively measured or described.
Examples are the cost of a computer, the daily defect rate 1
a manufacturnmng plant, and the size of the deductble
paviment of the companyv-sponsored health insurance policy.
Feedingr are employvees' emotional responses to the decisions
made or actions taken by managers or other employvees.
OhroamniFations need to desion commummication channels that
allow employvees to commuiucate facts and feelings about
specific aspects of their jobs.

Different between leader and management?

The main difference between leaders and managers is that leaders have people
follow them while managers have people who work for them_ A successful
business owner needs to be both a strong leader and manager to get their team
on board to follow them towards their vision of success.

Team- based disadvantage repeat
Job rotation types repeat
If your friend suffering from stress what advise give him? Repeat

Why suspending employees should be used as disciplinary measures?
Repeat

Advantage that organization's can gain from hrm repeat

How would you differentiate downward communication from upward
communication? repeat

Methods of performance development? repeat



Advantage and disadvantage of power? repeat

Ye sab last smstr ki hn .

Maousters
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