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PLANNING

Planning is specifying and deciding of appropriate actions in
advance to achieve the goals.

ORGANIZING

Organizing is the coordination of all organizational resources
needed to achieve the goals.

LEADING

Leading is directing, encouraging, motivating and communicating with
employees, individually and in groups.

CONTROLLING
Controlling means to get job done in the given time?

EFFICIENCY

It is a ratio of input and output. (Doing things right).

EFFECTIVENESS

It is the degree to which the organizations output correspond to the needs
and wants of the external environment.
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SYNERGY

This concept states that the whole is greater than the sum of its parts. e.g.
2+2=5 (fifth unit is synergic affect)

PERSONALITY

The unique combination of physical behavior/traits that describes a
person?

PERCEPTION

Perception is the mental process to pay attention.
ATTITUDE

It consists of feelings, believes and behaviors?
ETHICS

Rules and principles that define right and wrong conduct.

STAKE HOLDERS

All individuals and groups that are directly or indirectly affected by an
organization’s decision.

INDIVIDUALS

Individuals are important units of any organization.

PROACTIVE RESPONSE
It involves taking action in anticipation of environmental changes

REACTIVE RESPONSE
It involves simply reacting to environmental changes after they occur.

AUTHORITY




It is the right to make decisions, to direct the work of others, and to give
orders.

EXECUTIVES
Executives are the top-level managers who report directly to the
corporation’s chief executive officer.

HR GENRALIST
Are people who perform tasks in wide variety of human resource related areas.

HR SPECIALIST

Specialist may be a HR executive, manager or non-manager who
typically is concerned with only one of the functional areas of HRM.

FAIR EMPLOYMENT
A situation in which employment decisions are not affected by discrimination

EMPLOYMENT DISCRIMINATION

To make an employment decision, not on the basis of legitimate job-
related factors.

Or a situation in which employment decisions are affected by discrimination

GROUP

A group is defined as two or more interacting individuals who come
together to achieve particular goal.

Type of Groups
l. Formal (a work group that is established by organization for
specific assignment or task)

il Informal (a group i.e. formed naturally due to social
relations)

TEAM

A group of highly independent members, committed to accomplish a
common goal.

Types of Teams
I Self-managed
i cross departmental

iii. quality circles (problem solving)



A virtual teams

WORKFORCE DIVERSITY

Any difference among people: age, profession, sexual orientation, life
style, tenure with the organization or position.

Sources of Workforce Diversity

I. older workers

ii. gender

iii. education

iv. religious and culture
V. disabilities

Vi. immigrants

Vii. education and skills
viii. marketing

IX creativity

X. flexibility

How organization cultivate a diverse workforce?

I securing top management support
i organizational assessment
iii. attracting employees

iv. developing employees

V. retaining employees

HR MANAGEMENT

Simply it is management of human or people or it is process of working with
different resources in such a way to accomplish organizational goals.



CHALLENGES OF HRM IN A CHANGING ENVIRONMENT

I. Environmental Challenges
rapid change

workforce diversity

globalization

technology

legislation

involving work and family roles (to avoid nepotism)

skill shortage

i, Organizational Challenges
controlling costs

improving quality
creating distinctive capabilities

restructuring

ii. Individual Challenges

productivity

ethics and social responsibility
empowerment

brain drains

job insecurity

matching people

Why are we concerned with HR Management? Because

1 It helps you to get results through others.

2 It helps you to avoid common personnel mistakes.
3. It helps you to gain competitive advantage.

4 It helps you to attract people.



It helps you to develop people.
It helps you to motivate people.

It helps you to keep talented people.

HR MANAGER

An organization’s member who perform management function. TYPES



l. Strategic Manager (Senior/Top manager)
ii. Tactical Manager (Middle manager)
iii. Operational Manager (Lower level or line manager)

BASIC FUNCTIONS

1. Planning
2. Organizing
3. Staffing
4, Leading
5. Controlling

MANAGERIAL SKILLS

I. Technical Skills (knowledge of proficiency)
ii. Humans Skills (ability to work well)
iii. Conceptual skills. (Ability to think)

ROLES OF MANAGERS

I Inter-Personal Roles (done by line manager)
Figurehead (duties that are symbolic in nature)

Leadership (hire, train, motivate and maintain discipline)

Liaison (contact outsiders who provide the manager with
information)

i Informational Roles (done by middle manager)
Monitor (collect information from organizations)



Disseminator (transmit information to organizational
members)

Spokesperson (represent the organization to outsiders)

ii. Decisional roles (done by top manager)
Entrepreneur (manager initiate new projects)

Disturbance handlers (take corrective actions in response to
problems)

Resource allocates (responsible for allocating resources)

Negotiator role (discuss issues and bargain with other units)

HR PLANNING

GOAL
Is to keep a stable workforce that meets needs of the organization

STRATEGIC PLANNING
It is process by which top management determines overall organizational
purposes and objectives and how they are to be achieved.

BENEFITS OF PLANNING

1. helps in planning job assignments
2. helps cope with fluctuation in staffing



3. identifies recruiting needs
4. provides other useful information

IMPORTANCE OF HR PLANNING

globalization of business

new technologies

changing skill levels in the workforce
changing demographic of the workforce
legal developments
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FORECASTING OF PLANNING INVOLVES TWO ACTIVITIES

1. monitoring current HR programmers and personnel staffing levels
2. investigating future HR needs and concerns

SURPLUS OF WORKERS FORECASTED
Can be settled down through

restricted hiring
reduced hours
early retirement
layoffs (fire)
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SHORTAGE OF WORKERS FORECASTED
Can be settled down through

1. creative recruiting
2. compensation incentives
3. training programmers



4. different selection standards

BASIC FUNCTION OF HR DEPARTMENT

STAFFING

organization needs qualified individuals, in
specific jobs at specific places and times

in order to accomplish its goals

HR DEVELOPMENT

not only include training & development but
also

include individual career
development activity and appraisal.

planning,

COMPENSATION
AND BENEFIT

includes all rewards given to employee

SAFETY AND HEALTH

safety refers to protecting employee from
injuries and health refers to physical and mental
well being

EMPLOYEE AND to maintain good relations b/w managers and
LABOUR staff

RELATIONS

HUMAN RESOURCE to search efficient/capable workers from the
RESEARCH market

INTER RELATIONSHIP
OF

HRM FUNCTIONS

all functions are highly inter related

ORGANIZATION




(A systematic arrangement of people to accomplish some specific task)

Why to work in organization?

People can be more productive by working in groups then alone?
What is organizational behavior?

It is concerned with the actions of people at work.

TYPES

I. Formal Organization (official part of organization)
I Informal organization (unofficial part of organization)

COMPONENTS
|. Task
ii. People
iii. Structure

iv. Technology

CHALLENGES of today’s organization?
l. technology
i diverse workforce
iii. multiple stakeholders

iv. responsiveness
V. rapid changes
Vi. globalization

ENVIRONMENT OF HRM

BASIC FACTORS OF INTERNAL ENVIRONMENT




mission

policies

corporate culture

management style of upper managers
employees

informational organization

other units of organization
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BASIC FACTORS OF EXTERNAL ENVIRONMENT

labor force

legal consideration
society

unions

share holders
competition
customers
technology
economy
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WHY UNDERSTNDING THE LEAGAL ENVIRONMENT IS IMPORTANT?
Understanding with HRM law is important for three reasons:

i. it helps the company to do the right thing

ii. it helps the company to realize the limitations of the HR and legal
departments.

ii.  And it limits potential liability

a. Line Authority



Line authority entitles a manager to direct the work of an employee. It is the
employer-employee authority relationship that extends from top to bottom.

A line manager directs the work of employees and makes certain decisions
without consulting anyone.

b. Staff Mangers and Staff Authority

Staff managers have staff authority. A manager's function is classified as
line or staff based on the organization's objectives. As organizations get

larger and more complex, line managers find that they do not have the time,
expertise, or resources to get their jobs done effectively.

¢. Functional control

The authority applied by a personnel manager as a coordinator of personnel
activities. Here the manager acts as “the right arm of the top executive.”

IV. Line Manager

Authorized to direct the work of subordinates—they’re always someone’s boss.
In addition, line managers are in charge of

accomplishing the organization’s basic goals. Line Managers’ Human
Resource Management Responsibilities

1. Placement

2. Orientation

3. Training

4. Improving job performance

5. Gaining creative cooperation



6. Interpreting policies and procedures

7. Controlling labor costs

8. Developing employee abilities

9. Creating and maintaining departmental morale

10. Protecting employees’ health and physical condition

V. Staff Manager

Authorized to assist and advise line managers in accomplishing these
basic goals. HR managers are generally staff managers.

Responsibilities of Staff Managers

Staff managers assist and advise line managers in accomplishing these
basic goals. They do, however, need to work in partnership with each other
to be successful.

VI. Human Resource Manager:

An individual who normally acts in an advisory or staff capacity, working
with other managers to help them deal with human resource matters.

VII. Distinguish among human resource executives, generalists, and
specialists.

a. HR Executives

Executives are top-level managers, who report directly to the
corporation’s chief executive officer or the head of a major division.

b. HR Generalists:

Generalists are people who perform tasks in a wide variety of human
resource-related areas. The generalist is involved in several, or all, of the
human resource management functions.

¢. HR Specialist:



Specialist may be a human resource executive, manager, or non-manager who
typically is concerned with only one of the functional areas of human resource
management.

Legal context of HR decisions

Doing the Right Thing

Compliance with the law is the right thing to do. The primary
requirement of these laws is to mandate good management practice.

Limiting Potential Liability

Considerable financial liabilities can occur when HR laws are broken or
perceived to be broken.

Legal regulation of HRM

Legal environment and considerations can influence potential and prospective as
well as current employees of the organization to Prospective Employees.

Employment discrimination

To make an employment decision, not on the basis of legitimate job-related
factors...Any employment decision: hiring, promotions, pay, discipline, etc.
fail to use job-related factors (e.g., essential job qualifications, job
performance, etc.), and for employment decisions Instead, of legitimate
factors employer uses false stereotypes and prejudices.

Fair employment

A situation in which employment decisions are not affected by
discrimination.

Laws affecting HRM:

The laws affecting HRM can be divided into two broad categories: equal
employment opportunity (EEO) laws and other laws.

Equal Employment Opportunity (EEO)

The concept of equal employment opportunity has undergone much
modification and fine-tuning since the passage of the Civil Rights Act in
1964.

Affirmative action

A strategy intended to achieve fair employment by urging employers to hire
certain groups of people who were discriminated against in the past Steps
that are taken for the purpose of eliminating the present effects of past



discrimination
Major Federal Laws (USA)

Human resource decisions that were made in the past may no longer be
feasible.

Equal Pay Act of 1963

This law requires the same pay for men and women who do the same
job in the same organization. Basically, this law provides protection
against discrimination based upon sex.

Civil Rights Act of 1964 (CRA) Title VI

Amended by Civil Rights Act of 1991(Title VII of Civil Rights Act)

This act prohibits discrimination based on race, color, sex, religion, or
national origin.

Age Discrimination in Employment Act of 1967 (ADEA)

The Age Discrimination in Employment Act (ADEA) (amended 1978, 1986)
prohibits employers from discriminating against individuals who are over 40
years of age. The latest amendment not only gives older employees the
option to continue working past age 70.

THE AMERICANS WITH DISABILITIES ACT (ADA)

The Americans with Disabilities Act (ADA), passed in 1990, prohibits
discrimination

against qualified individuals with disabilities.
EXECUTIVE ORDER 11246, AS AMENDED BY EO 11375

Every executive department and agency that administers a program
involving federal financial assistance will require adherence to a policy of
nondiscrimination in employment as a condition for the approval of a grant,
contract, loan, insurance, or guarantee.

Human Resource Information System (HRISs)

HRISs are systems used to collect, record, and store, analyze, and retrieve
data concerning an organization's human resources.

Reasons for Conducting Job Analysis
- Staffing



« Training and Development
+ Compensation and Benefits
- Safety and Health

- Employee and Labor Relations
- Legal Considerations

Questions Job Analysis Should Answer

+ What physical and mental tasks does the worker
accomplish?

« When does the job have to be completed?

« Where is the job to be accomplished?

 How does the worker do the job?

* Why is the job done?

+ What qualifications are needed to perform the job?

When Job analysis is performed?
Job analysis is conducted under following situations.

* When the organization is founded
* When new jobs are created

VI. Uses of Job Analysis Information

1. Recruitment and Selection

2. Compensation
3. Performance Appraisal
4. Training
5. Discovering Unassigned Duties
6. EEO Compliance

VII. StepsinJob Analysis
The job analysis process has the following steps:

1. Identify how the information will be used

2. Review relevant background information



3. Select representative positions to analyze
4. Analyze the job by collecting data

5. Review and verify the job analysis information
Job analysis: -

It is the procedure through which you determine the duties and nature of the
jobs and the kinds of people who should be hired for them.

1. Job analysis Methods: -
a. The interview
b. Questionnaire
C. Observation
d. Participant Diary/Logs
e. Quantitative job analysis techniques: -

Position analysis questionnaire (PAQ) is a
questionnaire used to collect quantifiable data concerning
the duties and responsibilities of various jobs.

Department of labor procedure (DOL) is a standardized
method for rating, classifying, and comparing virtually
every kind of job based on data, people, and things.

Functional job analysis: Rates a job on data and
identifies performance standards and training
requirements.

f. Using multiple sources of information
2. SourceofData: -
Employees
Supervisor
Manager
Job analyst
Job analyst (HR)

Outside consultant

Supervisor/Manager



3. Problems with Job analysis
Time consuming and requires much patience

Might be a reflection of stereotypes.

Job Identification: -

Contains the job title, the FLSA stats, date and possible space to indicate who
approved the description, the location of the job.

Human resource planning (HRP): -

It is the process of systematically reviewing human resource requirements to
ensure that the required number of employees, which the requires skills, is
available when they are needed.

Human resource Forecasting techniques: -

1. Zero based forecasting: -

This method users the organization’s level of employment as
the starting point for determining future staffing needs.

2. Bottom-up Approach: -

A forecasting method in which each successive level of the
organization, starting with the lowest, forecasts its employee
requirements in order to, ultimately, provide an aggregate
forecast of employment needs.

3. Use of mathematical Methods: -

it can assist in forecasting HR requirements. The relationship
between sales demand and the number of employees needed is a
positive one.

3. simulation: -

it is a technique for experimenting with a real-world situation
through a mathematical model representing that situation.



Forecasting HR requirements: -

A requirement forecast is an estimate of the numbers and kind of employees
the organization will need at future dates in order to realize its goals.

Forecasting HR Availability: -

Determining whether the firm will be able to secure employees with the
necessary skills and from what sources these individuals may be obtained is
called an availability forecast.

Surplus of employees Forecasted: -

Restricted Hiring
Reduced hours
Early retirement

Layoffs
Shortage of workers forecasted: -

Creative recruiting
Compensation incentives
Training programs

Different selection standards

Succession Planning: -

The process of ensuring that a qualified person is available to assume a
managerial position one the position is vacant.

Succession development: -

It is the process of determining a comprehensive job profile of the key
positions and then ensuring that key prospects are properly developed to
match these qualifications.



HR hiring process: -

Recruitment
o Goals of Recruitment
o to attract qualifies applicants

o todiscourage non qualifies applicants.
Selection

Socialization

Constraints of recruitment process: -

1. Image of the organization
2 Attractiveness of the job
3 Government influence

4, labor market influence

5 recruiting costs

6. global issues
Philosophy of the recruitment: -

1. Internal Recruitment

2. External Recruitment

Job evolution: -

It is used to evaluate the importance of job by considering its contribution
towards achievements of the objectives of organization.



Recruitment: -

It refers to the process of attracting potential job applicants from the
available labor force.

Internal source recruitment: -

When job vacancies exist, the first place that an organization should look for
placement is within itself. The major forms of the internal recruitment
include: -

Promotion from within.
Job posting.

Contacts and referrals.

External sources of recruitment: -

High schools and vocational schools
Community colleges

Colleges and universities
Competitors and other firms
unemployed

Older individuals

military personnel

© N o O s w N R

Self-Employed workers

External Recruitment methods: -




Advertising

o o

Employment Agencies
Recruiters

Internships

Executive search Firms
Professional Associations

Unsolicited walk-in applicants

S v &~ e a0

Open houses
l. Event recruiting

Virtual job fairs

.

K. Cyber recruiting

Alternatives to Recruitment; -

a. Outsourcing

b.  Contingent workers

o

Professional employer organization (Employee leasing)

d. Overtime

Yield Ratios: -

The effectiveness of the recruitment process also depends upon the
acceptability of the yield ratio.

Contingentworkers: -

It is also known as part-timers, temporaries and independent contractors,
comprise the fastest-growing segment of our economy.

Selection: -

It is the process of choosing from a group of applicants those individuals best
suited for a particular position.

Environmental factors affecting the selection process: -




Legal consideration
Speed of decision making
Organizational hierarchy
Applicant pool

Type of organization
Probationary period

Selection criteria: -0
Education

o Competencies
o Experience
o Skills and abilities

o Personal characteristics

Steps in the selection process: -

Initial screening
2. Application blank

3. per-employment testing
General intelligence tests
Aptitude Tests
Personality and interest tests
Achievement Tests
Honesty Tests

4, Interview
Structured interview
Unstructured interview
Mixed interview

Background checks

Conditional job offer



medical Exam/drug tests

8. Final selection decision

SELECTION TESTS
A. Employment Tests

I. Administration of selection tests:
Advantages and disadvantages of using tests:
Potential Problems Using Selection Tests

IT. Characteristics of Properly Designed Selection Tests
Standardization:

Obijectivity
Norms
Reliability
Validity
Types of Validation Studies
a. Criterion-Related Validity
b. Content Validity
c. Construct Validity
ITI. Typesof Employment Tests
Cognitive Aptitude Tests
Psychomotor Abilities Tests
Job Knowledge Tests
Work-Sample Tests (Simulations)
Vocational Interest Tests
Personality Tests
Drug and Alcohol Testing

Genetic Testing



J. Internet Testing

B. Job Interviews

I. Interview Planning

II. Content of The Interview

Occupational experience:

Academic achievement:

Interpersonal skills:

Personal qualities:

Organizational fit:

ITI. Types of Interviews

The Unstructured (Nondirective) Interview

The Structured (Directive or Patterned) Intern

1

2.
3.
4

Situational questions:
Job knowledge questions:
Job-sample simulation questions:

Worker requirements questions:

Behavior Description Interviewing

IV. Methods of Interviewing

One-On-One Interview

Group Interview

Board Interview

Stress Interview

V. Realistic Job Previews

VI. Legal Implications of Interviewing

VII. How to Avoid Common Interviewing Mistakes

Snap Judgments:

Negative Emphasis:



Poor Knowledge of Job:

Pressure to Hire:
Candidate Order

Influence of Nonverbal Behavior:
VIII. Guidelines for Conducting an Interview

Plan the interview.

Establish rapport.

Ask questions.
HR in Practice gives do’s and don’ts of interview questions.

Close the interview.

Review the interview.

A. Background Investigations

This step is used to check accuracy of application form through former
employers and references. Verification of education and legal status to
work Credit history Criminal records is also made.

Negligent Hiring and Retention

Negligent hiring has become a critical concern in the selection process. An
employer can be held responsible for an employee’s unlawful acts if it does not
reasonably investigate applicants’ backgrounds and then assigns potentially
dangerous persons to positions where they can inflict harm.

B. Conditional Job Offer

After obtaining and evaluating information about the finalists in a job
selection process, the manager must take the most critical step of all: making
the actual hiring decision. The person whose qualifications most closely
conform to the requirements of the open position should be selected.

C. Physical Exam

After the decision has been made to extend a job offer, the next phase of the
selection process involves the completion of a physical examination for the
successful applicant.

D. Permanent Job Offer
If physical test/exam proves eligibility of the candidate as per



requirement of the job, final offer is made to applicant by the concerned
department or supervisor in the concerned department.

Notification to Candidates:
The selection process results should be made known to candidates—

successful and unsuccessful—as soon as possible. Any delay may result in
the firm losing a prime candidate,

E. Selecting Managers

While selecting mangers for the organization, organizations can he three
pitons which are:

I. Hiring Parent Country Nationals (PCN)
IT. Hiring Host Country Nationals (HCN)

ITT. Hiring third Country Nationals (TCN)

All of these approaches are having some pros and cons let’s discuss
them briefly:

I. Parent-Country Nationals
Parent country nationals are residents of home country.
Advantages
Better organizational Control and Coordination

Promising managers are given International
experience.

PCNs are the best people for the job.
Disadvantages

Adaptation to the host country may take a long time
PCNs may impose an inappropriate headquarter style

Compensation for PCNs and HCNs may differ

IT. Host-Country Nationals
Host country national are residents of the host country.
Advantages



Language and other barriers are eliminated
Hiring costs are reduced

No work permit is required

Continuity of management improved

Disadvantages

Control and Coordination of headquarters may be
impeded.

Hiring HCN’s limits opportunities for PCN’s to gain
overseas experience.

ITI. Third-Country Nationals

If required talent is not available in home or host country than
national s of the third country can be hired as mangers.

Advantages

Salary and benefits requirements may be lower than
for PCNs

TCNs may be better informed than PCNs about the host
country.

Disadvantages
The host Government may resent the hiring of TCNs

TCNs may not want to return to their own
countries after assignment.

F. Socialization:
Teaching the corporate culture and philosophies about how to do business

Assumptions about Socialization
* Influences performance
* Increases organizational stability
« New members suffer anxiety

- Does not occur in a vacuum

A. Socialization

Employee orientation programs provide new employees with the basic
background information required to perform their jobs satisfactorily.



* Welcome party

- Job rotation
+ On job training etc.
I. Purposes of Socialization

Socialization formats are unique to each firm. However, some basic purposes
include emphasizing these areas: the employment situation (job, department,
and company), company policies and rules, compensation and benefits,
corporate culture, team membership, employee development, dealing with
change, and socialization.

a. The Employment Situation

A basic purpose, from the firm’s viewpoint, is to have the new
employee become productive as quickly as possible.

b. Company Policies and Rules

Every job within an organization must be performed considering
the guidelines and constraints provided by policies and rules.

¢. Compensation and Benefits

Employees will have a special interest in obtaining information
about the reward system.

d. Corporate Culture
The firm’s culture reflects, in effect, how we do things around here.

e. Team Membership

A new employee’s ability and willingness to work in teams is most
likely determined before he or she is hired.

f. Employee Development



Employees should know exactly what is expected of them and what is
required by the firm for advancement in the job or via promotion.

g. Dealing with Change

Employees at all levels must learn to effectively deal with change
in order to survive in their jobs.

h. Socialization

In order to reduce the fear that new employees may experience,
attempts should be made to integrate the person into the informal

organization.
Il. Stages in socialization Process:
Socialization can be conceptualized as a process made up of three stages.

a. Pre-arrival Stage:

This stage explicitly recognizes that each individual arrives with a set
of organizational values, attitudes, and expectations.

b. Encounter Stage:

Upon entry into the organization, new members enter the encounter
stage. Here the individuals face the possible dichotomy between their
expectations about their jobs, their coworkers, their supervisors, and
the organization in general and reality.

¢. Metamorphosis Stage:

Finally, the new member must work out any problems discovered
during the encounter stage. This may mean going through changes.

I11.  Many People Socialize New Hires



New employee socialization or orientation covers the activities involved in
introducing a new employee to the organization and to his or her work unit.

a. HRM Department:

HRM department can conduct the orientation in order to
socialize the newly hired employees with the working
environment of the organization.

b. Supervisor:

Immediate supervisor of particular department can also be the
source of informing the employees about the culture, rules,
procedures and policies of the organization.

c. Peers:

Peers and coworkers of the new hires can perform the
orientation function in order to tell the expectation of employers
and requirements of the organization as can also answer the
queries raised from the employee side.

d. Organizational culture:

Every organization has its own unique culture. This culture
includes longstanding, and often unwritten, rules and
regulation; a special language that facilitates communication
among members; shared standards of relevance as to the critical
aspects of the work that is to be done;

e. CEO:

The CEO’s first responsibility is to welcome new employees
aboard and talk to them about what a good job choice they
made. The CEO is in position to inspire



these new employees by talking about what it is like to work for
the organization.

IV. Topics covered in employee Orientation program:
Following topics are covered in orientation or socialization process.

a. Introduction:

Regarding the organization, supervisor, trainers, and coworkers and
to system

b. Job Duties:

It provides job related information like, Job location Job tasks Job
safety

requirements

¢. Organizational Issues:
This provides the information about the overall organization it may

include; History of employer, organization of employer, name & titles
of key executive, employee’s titles and departments, layout of
physical facilities, probationary period.

d. Employee Benefits:

This part provides the information about the benefits that are offered
by

the organization like; Pay scales & paydays, vacations rest break,

training & education benefits, counseling, housing facilities,
insurance benefits, retirement program,

The Hiring Process

Hiring process is completed here because orientation or the socialization process
is the last step of hiring.



B. Training

Training is a process whereby people acquire capabilities to aid in the
achievement of organizational goals.

C. Development

All efforts to provide employees with the abilities the organizations will
need in the future

D. Training and Development Trends:
- Skill requirements will continue to increase
+ Workforce will become significantly better educated & more diverse
« Corporate restructuring reshapes businesses
+ Technology will revolutionize certain training delivery methods
* The role of training departments will change

 More flexible courses aimed specifically at performance
Improvement

+ More firms will strive to become learning organizations

« Emphasis on human performance management will accelerate

A. Learning

Learning is a relatively permanent change in behavior that results from direct
or indirect experience.

* Learning organization
Learning organizations are firms that recognize the critical importance
of continuous performance-related.
B. Training Defined:

Training typically focuses on providing employees with specific skills or
helping them correct deficiencies in their performance.



I. Challenges in Training
Is training the solution to the problems?
Are the goals of training clear and realistic?
Is training a good investment?
Will the training work?
Is Training the Solution?
Are the Goals Clear and Realistic?
Is Training a Good Investment?
Will Training Work?

II. The Training Process

“What are our Training needs?” and “What do we want to accomplish
through our TRAINING efforts?”

Phases of Training

a. Phase 1: Needs Assessment & Establishing Objectives

In order to compete effectively, firms must keep their employees well
trained. The first step in the Training process is to determine Training needs.

Organizational Analysis:

It is an examination of the kinds of problems that an organization
Is experiencing and where they are located within organization.

Task/Operational Analysis:

An operational analysis identifies the kinds of the skills and
behaviors required of the incumbents of a given job and the standards
of performance that must be met.



Personal Analysis:

The objective of the personnel analysis is to examine how well
individual employees are performing their jobs.

* Number of employees experiencing skill deficiency:
Number of employees supposed to be trained.
- Severity of skill deficiency:

What are the advantages that are being faced by the organization due
to absence of that skill?

* Importance of skill:
How important is skill to be possessed by workforce?

+ Extent to which skill can be improved with Training:

Would there be real difference in skill level in case the
training program is conducted.

Determining Training Needs:

Following sources can help organization to assess either there is a need for
Training or not.

Self-assessments

Company records

Customer complaints

New Technology

Employee grievances
Interviews with managers
Customer satisfaction surveys

Observation
Establishing Training Objectives



Objectives are desired end results. In human resource, clear and concise
objectives must be formulated

b. Phase 2: Delivering the Training

The training program that results from assessment should be a direct

response to an organizational problem or need. These are summarized
below:

a. Location Options

b. On the job: Training is at the actual work site using the actual
work equipment

c. Off the job: Training away from the actual work site. Training
Is at a Training facility designed specifically for Training

¢. Phase 3: Training Methods
- Lecture

The Lecture is an efficient means of transmitting large amounts of
factual information to a relatively large number of people at the same
time.

« Case method

A Training method in which trainees are expected to study the
information provided in the case and make decisions based on it.

« Simulations

Simulators are training devices of varying degrees of complexity
that duplicate the real world.

* Apprenticeship

This type of training refers to the process of having new worker, called an
apprentice, work alongside and under the direction of skilled technician.



* Internships

Internships and assistantships provide training similar to
apprenticeship training; however,” assistantships and internships
typically refer to occupations that require a higher level of the formal

education than that required by the skilled trades.

+ Coaching and Mentoring
Some organizations assign an experienced to serve as a mentor for

new employees.

- Discussions
Conferences and group discussions, used extensively for making
decisions, can also be used as a form of training

« Games
Simulations that represent actual business situations are referred to as

business games.
* Role playing

A Training method in which participants are required to respond to
specific problems they may actually encounter in their jobs.

« Computer-based
Computer based training is a teaching method that takes advantage of the
speed, memory, and data manipulation capabilities of the computer for

greater flexibility of instruction.

« Multimedia



Multimedia is an application that enhances computer-based learning
with audio, animation, graphics, and interactive video.

* Virtual reality

It is a unique computer-based approach that permits trainees to
view objects from a perspective otherwise impractical or
impossible.

* Video Training

The use of videotapes continues to be a popular Training method. An
illustration of the use of videotapes is provided by behavior modeling.

* Vestibule training

Training that takes place away from the production area on equipment
that closely resembles the actual equipment used on the job.

Why Transfer of Training Fails
* Don’t learn material
* Don’t understand “real life” applications
« Lack of confidence
* Forgetting the material
d. Phase 4: Evaluating Training
* Participants’ Opinions:

Evaluating a training program by asking the participants’ opinions
of itisan

inexpensive approach that provides an immediate response and
suggestions for improvements.

* Behavioral Change:



Tests may indicate fairly accurately what has been learned, but they give
little

insight into desired behavioral changes.

« Accomplishment of Training Objectives:

Still another approach to evaluating training programs involves
determining the extent to which stated objectives have been achieved.

- Benchmarking

Benchmarking utilizes exemplary practices of other organizations to
evaluate and improve training programs. It is estimated that up to 70
percent of American firms engage in some sort of benchmarking.

+ A Case for Simplicity:
Value is the measure of impact and positive change elicited by the training.

MGT501

HRM is associated with the management of:
Organizational people

Which of the following management function includes setting standards for everyone in the organization?
Planning

Motivating the employees is classified as:
Interpersonal role

Which of the following is the main responsibility of an HR department?
All of the given options

HR managers are generally the managers:

Staff

Manufacturing was the main concern of personnel department during:
Mechanistic period

Running the organizational activities is called:
Management process

Jobs are identified & grouped while:
Organizing

Effective HRM leads to:



Organizational success

Organizational goals should be:
Achievable

Customers of an organization fall under which of the following category?

Stakeholders

What could be the best approach for an organization to sustain in a dynamic environment?
Responsive to change

The thorough & detailed study regarding jobs within an organization is represented by:
Job analysis

A practice used by companies to assign their costly activities to outside providers is known as:
Outsourcing

Organizational behavior depicts the:
Collective behavior of employees
Leaders perform:

Interpersonal roles

Organizations take inputs from:
External environment

Which of the following system represents interrelated activities?
An open system

Brain drain is one of the:
Organizational threat

Shifting from manual to computerized system is resulted due to:
Technological advancement

Which of the following statement reflects the 'Age Discrimination Act' for workers?

At the age of 40 to 70, workers can not be retired by force

Reactive approach to overcome the influence of discriminatory practices
occurred in the past is referred as:



Affirmative action

Organizations put maximum effort in measuring performance of organizational people
because:

It helps in detecting the problems

In order to promote unbiased management, organizations should develop:
Legal compliance

Following are all included in ‘Statistical Approach’ of forecasting, EXCEPT:
Sensitivity analysis

Alternative work arrangements include all of the following, EXCEPT:
On-site child care

How often HR planning process is implemented within an organization?
Continuously

Which of the following reflects the relationship between MIS & HRIS?
HRIS is one aspect of MIS

»Strengths™ & ,,Weaknesses™ are to an organization.
Internal

Which of the following statement best reflects the Job analysis?
Conceptual process

Standards are established to:
Achieve desired outcomes

Which of the following constraint does NOT affect the recruiting efforts?
D. None of the given options

Job evaluation is based on the:
Relative job worth for an organization

Who is in the best position to observe and evaluate an employee” s performance for the
purposes of a performance appraisal?

Immediate supervisor



Which of the following is a stated outcome of ‘Job Analysis'?

All of the given options

Which of the following term is used as an indicator of missing information by the applicant
while making selection decision?

Red flag

Which of the following best defines recruitment in an organization?
Develop an appropriate applicant pool

Which of the following term is used for choosing the individual who is best suited to a
particular position and to the organization from a group of potential applicants?

Selection

Followings are included in contingent workers, EXCEPT:
Directors

Which of the following term contains information regarding machines &equipments used at
workplace?

Job description

HRM is associated with the management of;
Organizational people

Cost of human resources refers to;

Salary packages

Top level managers require skills the most;
Conceptual

Matching the job description with the individuals® qualification is an important aspect of;

HRIS

HR managers are generally the managers;

Staff

Manufacturing was the main concern of personnel department during;



Mechanistic period

SWOT Analysis is a tool for;
Environmental scanning

Jobs are identified & grouped while;
Organizing

According to the Hawthorne studies, the productivity of employees:;
Increased by observing them

Organizational goals should be;

Achievable

Which one of the following is NOT the source of workforce diversity?
Resentment

To anticipate the human resource needs of the organization based on some previous data or
managerial judgment is known as;

Demand forecasting

The thorough & detailed study regarding jobs within an organization is represented by:;
Job analysis

A practice used by companies to assign their costly activities to outside providers, (for the purpose of
cost saving), rather than completing it internally is called;

Outsourcing

Organizational behavior depicts the;
Collective behavior of an organization

Leaders perform;
Interpersonal roles

Organizations take inputs from its;
External Environment

As organizational activities are interrelated, it is said to be;
An open system



Management sciences department is one of the of the VU;

Subsystem

Shifting from manual to computerized system is resulted due to;
Technological advancement

Rewards offered to labors involved in production, are categorized as;

Wage

The goal of pre-retirement educational programs is to;

D. Ease the transition from working life tolretirement

Organizations put maximum effort in measuring performance of organizational people because;

It helps in detecting the problems

Willingness, capacity & opportunity to perform are said to be;
Determinants of performance

One of the major barriers fo career advancement experiencing by working ladies is;

Difficulty in balancing work and family life

Alternative work arrangements include all of the following EXCEPT;
On-site child care

Mr. Ahmed is a cashier and he feels dissatisfied at work. What best justifies this situation?
His job may not be structured to suit his preferences

The problem occurs when supervisors tend to rate all their subordinates consistently high.
Leniency

The relationship between critical incident method & BARS (behaviorally anchored rating scale)
is;

Both are similar PA methods

What is another term for 360-degree feedback?
Multi-source assessment



Standards are established to;
Achieve desired outcomes

The point method to evaluate job is an extension of;
Factor comparison method

Job evaluation is based on the;
Relative job worth for an organization

Who is in the best position to observe and evaluate an employee’s performance

for the purposes of a performance appraisal?
Immediate supervisor

Groups are called if jobs are similar.
Classes

Train the raters prior to conduct the performance appraisal is an
important responsibility of;

HR department

Currently Organizations are providing benefits to their employees:;
To attract new blood in the organization

Following are all examples of direct compensation EXCEPT;
Pension

One of the main flaws of Classification method to evaluate the jobs is;
Not useful when jobs are different

Which of the following measurement methods rates employee performance relative to
other employees?

Comparative method

A system used to acquire, store, manipulate, analyze, retrieve, and
distributed information related to the company's human resources

is called a(n)
HRIS




Which of these is a major dimension of HRM practices
contributing to company competitiveness?

Managing the human resource environment
All of the given options

HRM has primary responsibility for all of these implementation variables except:
Organization structure

Which of these is the process of getting detailed information about jobs?
Job analysis

In which of these steps, the HR manager attempts to ascertain

the supply of and demand for various types of human resources?
Forecasting

Which of these is defined as any practice or activity carried on by
the organization with the primary purpose of identifying and
attracting potential employees?

Recruitment

Scientific management was one of the earliest and best-known

statements of the
approach.

Mechanistic

Most HR functions spend very little time on:
Traditional activities

Playing the role of requires designing and delivering
efficient and effective HR systems, processes, and practices.

Strategic Partner

Which of these refers to the degree to which decision-making
authority resides at the top of the organizational chart?



Centralization

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.

Mentoring & Coaching has become increasingly important over the years because the
employees who aspire to higher management levels in the organization often need the
assistance and advocacy of someone higher up in the organization.

The goal of measuring performance is to improve the effectiveness & efficiency of the
organization by aligning the employee’'s work behaviors & results with the organization’s
goals, improving the employee’'s work behaviors & results.

Innovation entails developing skills to discover new products and processes and
designing adaptable structures and cultures.

Labor union might affect the appraisal process by stressing seniority as the basis for
promotions and pay increases.

MBO requires that supervisors and employees determine objectives for employees to meet
during the rating period and the employees appraise how well they have achieved their
objectives.

Organizational approaches that are becoming increasingly popular in dealing with the needs
of dual career couples are flexible work schedules, telecommuting, and the offering of
child-care services.

The workers must look across company lines to other organizations to determine what
skills are transferable, and then go and get them

Performance feedback should do more than informing learners whether they were right or
wrong. Just notifying the trainees that they were wrong is not as effective as telling
them why they were wrong and how they can avoid making those mistakes in future.

Assistant to Position employees are given the opportunity to work under a successful
manger, often in different areas of organization. In doing so, these employees get
exposure to wide variety of management activities and are groomed for assuming the
duties of next higher level.

All of the following types of organizations are covered by the
Occupational Safety and Health Act except _



Self-employed persons

There is fairly strong evidence that traits can predict more

accurately than leadership effectiveness
Leadership emergence

Which one of the following is not implied in the definition of power?
Actualization

The conflict-handling intention of accommodating is __
unassertive and cooperative

Which department enforces the standards set out in the
Occupational Safety and Health Act?

Department of Labor

Family issues, economic problems, and personality characteristics

are examples of the
factor of potential stress

Personal

The form of union security means that it is up to the workers whether or
not they join the union and only those who join must pay dues.

Open shop

The dimension of assertiveness refers to situations
in which one party attempts to satisfy his/her own concerns

Which of the following benefits could be awarded as workers’

comiensaﬂon?

a and b

Appraisal of a worker"s performance can be described as:



Controlling Activity

Hawthorne studies depict the effects of work environment on:

Human Behavior

Process of working with different resources to accomplish organizational goals is
as:

Management

The concept of how a person behaves in a group can be attributed to:

Group Dynamics

The study of Organizational Behavior is closely related to:

Human Behavior at work

Essential component of an organization is:

Structure

known



The whole is greater than the sum of its parts is known as:
Synergy

Virtual teams can contribute to better coordination among the team members because:

Technology brings them together on a forum.

Setting standards should be left to the employee rather than organization leads to
self controlling because:

Workers come up to the high standard since they have no pressure from
his superiors.

Which one is not basic component of OB (Organizational Behavior) Model?

Team

Job posting is:

Internal advertisement by an organization to attract candidates from the existing employees,
against a vacancy.

Realistic job preview is a:
A selection device that enables the candidates to learn both the

negative and positive information about the job and organization.

Job analysis can be performed in all of the following ways except:

Observing hourly work

Considering continuous process improvement
activities in organizations, Should "Zero defects”
really be a goal?

Sometimes, for some mistakes, cost benefits can not be calculated

Organizational efficiency is expressed as:
Making the best use of scarce resources



Goal setting is:
A process of top down support and bottom up development

When the firm changes the way it operates, the process is known
as:

Restructuring

Which one is not included in the hiring process?

Job specification

Effectiveness is -----=-----

Do right things

Extents of individual freedom and discretion
employees have in performing their jobs is Known as
Autonomy

Based on the concept of qualified privilege, some courts have ruled that employers must be
able to talk to one another about employees.

Control and Coordination of headquarters may be impeded in selecting Host-Country
Nationals

Pre-arrival stage explicitly recognizes that each individual arrives in organization with a set of
organizational values, attitudes, and expectations.

Training involves planned learning activities designed to improve an employee”s performance at

her/his current job.

The analysis that identifies the kinds of the skills and behaviors required for the incumbents
of agiven job and the standards of performance that must be met is called Task/Operational
Analysis.

Clear task instructions and model appropriate behavior are required for Effective learning.

Training o be more effective, is supposed to be followed with careful evaluation.

The benefits gained by a T & D program must outweigh the cost associated with providing the
learning experience.



Succession planning programs are considerations of the job openings that presently exist in an
organization, the openings that are likely to occur in the future, and how these positions might
be filled.

In Assistant to Position method, employees with demonstrated potential are given the
opportunity to work under a successful manger, often in different areas of organization.

A process that significantly affects organizational success by having
managers and employees work together to set expectations, review
results, and reward performance.

Performance Management

is solely responsible for managing individual®s career.

Individual

The evaluator uses a list of behavioral descriptions and checks off those behaviors that apply to the employee.
This method of appraisal is called

Checklist Appraisal

Any compensation method that ties pay to the quantity or quality of work the person produces
is called

Pay for performance Plan

Employee evaluations are directly affected by a “supervisor's perceptions of who is believed to be in control of the
employee®'s performance — the employer or the manager.” This theory is known as

Attribution Theory

Which has an impact on job pricing and the ultimate determination of an individual®s financial compensation?

All of the above options

Office environment that contain harmful airborne chemicals, asbestos, or indoor pollution
is referred to

Sick Building

Benefits offered to employees reflect many of the trends existing in our
Labor Force



Recognition, positive reinforcement and employees” empowerment can be used to avoid the
Turnover

Not giving a compliment for a job done very well can cause
Extinction

Feed back is information about some behavior and its effects.

Supportive communication is honest, accurate interpersonal communication that focuses on
building and enhancing relationships.

The extent to which members of a culture give preference to an in-group over individual goals is collectivism.

Contributory Plans are group health-care plans in which employees share in the cost of the
premiums.

Stress is complex issue; it can affect the performance in positive as well as negative ways.

A Developing trend ftoward integrating disability coverage with workers,
compensation and, eventually, with group health care is known as managed
health.

Union shop, a union security provision stipulating that, as a condition of continued employment,
an individual must join the union that represents employees after a probationary period.

In negotiations, the bargaining posture that assumes that the goals of the parties are irreconcilable is
win lose bargaining/distributive bargaining.

All the practices that implement the philosophy and policy of an organization with respect to employment are
called employee relations.

Whistle —blowing, Disclosure by former or current organization members of illegal, immoral, or illegitimate
practices under the control of their employers.

Which is a common law doctrine stating that employers have the right to hire, fire, demote, or promote whomever
they choose, unless there is a law or contract to the contrary .

Employment at Will

The ability of one person to influence another is
Power

The first formal stage of the disciplinary procedure is

Written Warning



A worker surplus forecasted results in
Reduced Hours

Which theory suggests that a leader should adapt his/her leadership style to the task?



The Situational Leadership Model

To be effective, leaders must provide a that is a general statement of
the organization“s intended direction that evokes positive emotional feelings in organization
members.

Vision

These rights Protect employees from discrimination, Safe working conditions, Right to
form

Statutory Rights

For simplicity“s sake, we can classify the most frequent violations of discipline into
categories.

Four

To Becoming a Leader do all except

Do Not Trust Anyone

A forecasting tool that uses mathematical equations to predict the
behavior of one variable on the basis of other known variable/s is
known as

Regression analysis

Reduced hours technique is used to
cope with surplus

The actual hiring decision is done after
background investigation

The jobs having challenging assignments, career oriented and having good remuneration
increase

attractiveness of job

Organizations assess the training needs through

both of the given options

The purpose of overtime is to



restrict recruiting

The process in which organization notifies its employees about job openings through notice boards,
company publications or letters is called

Job posting
election criteria may includes all except

applicant pool

To conduct job analysis, HR manager work together with all except
Iecr'ui'r

The test that measures ability to learn and to perform the job is called

aptitude test

Hiring process completes by
orientation

McClelland believes the needs for are most important.
affiliation, power, and achievement



are programs designed to help employees whose job performance is suffering because of
physical, mental, or emotional problems.

Employee Assistance Programs

The 360 degree appraisal
provides feedback from a verity of individuals.

Following are the phases of the Motivational Process except
Extinction

Placing a dollar value on the worth of a job is known as

Job Pricing

Total compensation constitutes of

both o! t!e given options

Following ways can be used to avoid the high turnover of employees except
Use money

A system of retirement benefits that provides benefits like
disability insurance, survivor"s benefits, and Medicare is called .
Social Security

Upward appraisal is done by
Subordinates

exists when individuals performing similar jobs for the same firm are paid according to factors
unique to the employee

Employee Equity

is the process of acquiring, training, appraising and

compensating
employees, attending to their labor relations, health and safety and fairness concerns.

Human Resource Management

Which of these refers to the temporary, part-time and self-employed



workers?
Contingent work force

Which basic function of management includes delegating authority to
subordinates and establishing channels of communication?
Organizing

Over the past 25 years, all of these areas of legal environment
have influenced HRM except:
Employee competition legislation

One of the most popular methods of increasing employee responsibility
and control is

Work teams

189. Which of these is a major dimension of HRM practices contributing to
company competitiveness?

Managing the human resource environment
All of the given options

How has technology changed HRM practices?
Electronic resumes take less time to evaluate than paper resumes.

How do companies facilitate workforce diversity?
Build in accountability through surveys and audits.

Employee involvement requires extensive additional HRM activity in

which of these areas?
Training

Managers who meet designated goals are .
Effective

David conducts new employee orientation for a large organization.



His work is within which basic HRM function?
Training and development

Employee relations specialists are involved in which of these activities?
Handling employee complaints

The father of scientific management is _ .
Taylor

A large organization is an EEO employer with an affirmative action
plan. Which of these activities is performed as part of the plan?
Job requirements are determined based on skills, knowledge and
abilities

Which of these items would be in the highest security category of a
typical HRIS?
Salary

Which of these decreases in the labor supply is the easiest to
predict?

Retirements

Wal-Mart differentiates its business by offering the lowest
prices. Offering the lowest prices is Wal-Mart's _.
Competitive advantage

___is the process of assessing progress toward strategic goals
and taking corrective action as needed.
Strategic control

is the right to make decisions, to direct the work of
others and to give orders.
Authority

Which of the following is considered a qualitative approach to job
analysis?

Interviews



Which of the following personality characteristics are
associated with people who are likely to exhibit violent behavior
on the job?

Neurotic

Which of these suggestions is an effective way to deal with stress?
Meditation

Exercise

Talking with others

All of the given options

In most large facilities, who is responsible for reducing unsafe working conditions and reducing
unsafe acts by employees?

Chief safety officer

Who distinguished between intrinsic motivation and extrinsic
motivation?
Edward Deci

Which of the following is categorized as an indirect payment portion of employee
compensation?

Employer-paid insurance

Stress can affect not only your health, but also other aspects of
your life. What else can be affected by stress?

All of the given options

Unemployment benefits are typically about percent of a person's earnings
and last for .

50: 26 weeks
Unsafe acts can be reduced through all of the following methods
except:

Job rotation

Which of these is the most common type of retirement plan?



Defined benefit

Which one of the following statements is correct in relation to
monetary rewards in accordance with Herzberg's Two-Factor
theory?

Inadequate monetary rewards are a powerful dissatisfied

Which pattern of communication is the quickest way to send a
message?
The wheel

Chronic stress is the stress that wears at people day after day. Which of these is an example of
chronic stress?

Dissatisfaction with a job
All of the given options

The relative position of an organization's pay incentives compared to other companies
in the same industry is known as:

Pay level

Poor quality lateral communication will result in which of the
following?

Lack of coordination

Which of the following is a health hazard in the work place?

All of the given options
Managers can motivate people to avoid performing dysfunctional behaviors by using:
I and IT

Workers' compensation benefits fall into all of these major categories except:
Retirement benefits



Expectancy theory focuses on the relationships between which three
factors?
Needs, performance and outcomes

A horizontal extension of the object to increase task variety is called:
Job enlargement

Communication between two members of a project team from different
function, but the same level of authority is communication.

Lateral

All of the following are External Environmental Factors except
Corporate Culture

The people who perform tasks in a wide variety of human resource-related areas are called

HR Generalists

A strategy intended to achieve fair employment by urging employers to hire certain groups of people who
were discriminated against in the past is known as

Affirmative action

Generally, the goal setting is a
Process of top down support and bottom up development

Following are the reasons for conducting job analysis except
Observing workers

The method that uses the organization*s current level of employment as the starting point for
determining future staffing needs is

Zero Based Forecasting

job analysis can be performed in all of the following ways except
Observing hourly workers

What specific activities listed below are part of the organizing function?
Giving each subordinate a specific task

are authorized to direct the work of subordinates.
Line managers

What tactic will employers likely have to take to fill openings left by retiring employees?



Rehiring retirees

Following are the basic principles or conditions that facilitate learning except
Education

Career Development is:
A formal approach taken by an organization to help its people acquire

the skills and experiences needed to perform current and future jobs.

can provide an opportunity for the employee to share in decision making, to learn by watching
others, and to investigate specific organizational problems.

Committee Assignments

is a career-path method recognizing that technical specialists can and should
be allowed to continue to contribute their expertise to a company without having
become managers.

Dual-career path

Training instruction for a small group, which employs such techniques as role-playing or
simulation etc. and encounters give and take sessions and problem-solving techniques is called:

Workshop

Barriers to career advancement include:

All of the given options

The basic skills possessed by the individual that are required to give certain
performance are termed as:

Ability

Using the approach, managers evaluate organizational effectiveness.
Internal systems

A career stage in which one begins to search for work and finds a
first job is:
Establishment period

Without proper feedback about an employee*s effort and its effect on performance, we run the risk of
decreasing his/ her

Motivation




The trust is based on the behavioral predictability that comes from a history of interaction
Knowledge-based

is the process whereby union members vote out their union as their
representative.

Representation decertification

We can define as activities people perform to acquire, enhance, and use power and other
resources to obtain their preferred outcomes in a situation of uncertainty or disagreement.

Organizational politics

Protection from discrimination, safe working conditions and union formulation are
rights, provided to employees.

Statutory

A situation in labor - management negotiation whereby management prevents union
members from returning to work is called .

Lockout

The leadership is a set of abilities that allows the leader to recognize the need for change, to
create a vision to guide that change, and to execute that change effectively.

Transformational

The first formal stage of the disciplinary procedure is

Written Warning

The cost associated with employee separations and turnover includes:

All of the given options

According to , leaders may use different styles with different members of the same work
group.
Leader-member exchange theory

Following the , discipline should be immediate, provide ample warning, be consistent, and
be impersonal.

Hot-stove rule




The best hiring occurs when the goals of which of the following should
consistent to each other?
Organization, Individual

Atif's job is to recognize problem areas and implementing solutions. He is also
responsible to select critical information from masses of data to direct the
organization in the world of overflowing information. Which of the following
skills are required o perform his job effectively?

Conceptual skills

Which one is correct sequence for conducting interviews?
Establish rapport .Ask questions. Review the interview. Close the interview.

Which of the following is not a function of HRM?
Recruitment

Training Procurement

None of the above

Human resource planning within human resource management is a tool for:
For reporting the vacant positions within departments

Which of the following is NOT included in the domain of Organizational
Behavior?
Teams

Manager has authorized the worker to make his own schedule. This is the
example of
Empowerment

Which of the following term is used for choosing the individual that is best
suited to aparticular position and to the organization from a group of potential
applicants?

Selection



Which term is used to describe the process of strategy formulation,
implementation, and Evaluation?
Strategic planning

For the selection of pilot, PIA’'s management took the written test based on the
understanding & application of aeronautical engineering; under which category
this test will fall?

Reliable test

Which of thesesattributes canbe listed in the job posting?
Qualification

Supervisor

Working schedule

All of the given options

Organization Behavior deals with:
Select correct option:
Individual Behavior

Strengths & Weaknesses are to an
organization.
Internal

The emigration of trained and talented individuals to other nations due to lack
of opportunity or other reasons is known as

Brain Drain

Which one statement is true about internal equity in compensation system?
Internal equity not shows the fairness of pay structure not sure



Largerwork segment, composed of several fasks that are required to perform
by an individual is known as:

Responsibility

Asad is a Member of an accounting department. He has the authority to
request the documents he needs to prepare financial reports, The authority
exerted by him is known as:

Perceived authority

Supervisors fall into the:
First-line level

Which of the following source can be used to ensure the authentication of the
information

provided by the job applicant?

Reference check

Opportunities & Threats are toan
organization.
Internal

The study of the firms past employment needs over periods of years to predict

future
needs is known as
Trend analysis

As an HR manager you have collected and reviewed the information\data
related fo a particular job, while conducting the job analysis. What will be
your next step in this situation?

Draft job description & job specification

The method which uses the organization's current level of employment as the
Starting point for determining future staffing needs is called _ Select correct



option:
Zero Based Forecasting

Human resource management won final acceptance in:
1989

For calculating the human resource requirements following areas need forecast
except :

Supply of outside candidates

Rajesh, who is a Hindu, applies for a job at ABC Company. The interviewer says
that WE hire Muslims only and we do not hire Hindu. Making this distinction:
Discriminationis allowed at the interview stage of recruitment

Before; leaving the org XYZ Mr. Ahmed operation manager was asked to update
his _which includes his responsibilities and duties. Select correct option:
Job specification

The Government for the first time has reserved a specific number of seats in the
National Assembly for females. This practice of the Government is an example
of: Select correct option:

Equal Employment Opportunity

Which job analysis method is suitable when job consist ondiscernible physical
activity?

Interview

According o which act, pay discrimination on the basis of gender for same
position & performance is prohibited? Select correct option:

Equal pay

referstoasetof expected behavior patternsattributed to
someone who occupies a




given position inasocial unit.
Role

Which of the following HR activity is the basic element of recruitment? Select
correct option:
Select the best one among all applicants

‘Human Relation Approach’ was emerged during:
Select correct option:

1930-40

Which of them is the area covered under the study of job analysis?
Employee behavior Work

activities Performance

standard All of the given

options

Methods of Collecting Job Analysis Information include
Interview
Questionnaire Logs

All of given option

Which of the following is NOT one of the methods of recruiting outside
candidates?
Executive recruiters

Which of the given term is used to represent the segments of jobs held by an
individual throughout his/her life time?
Career

Which one method of job analysis is universally superior?



Group interview method

'The process of determining the human resource needs of anorganizationand
ensuring that the right number of qualified people are positioned in the right
jobsat the right time' is described by which of the following term? Select
correct option:

Human resource planning

The employees belonging to same gender or color or any other common
attribute are usually found fo communicate with other employees from the
same genderor color. This refers to:

Segmented Communication Networks

Ahmed has already negative perceptionabout two candidates who are in the
list of Candidate’s pool .what will be the best way to avoid biasness in the
intferview?

Ahmed should change his negative feelings into positive ones. .

Background investigations and reference checks are considered to
verify candidate's :

Credentials

The ability to think about abstract & complex situations is refered as:
Conceptual skill

The term "People” is one of the components of an organization which refers
to:

Society



For the job of material manager might state that the "material
manager

Purchases economically, regulate deliveries of store, and distribute all necessary
material on production line."

Job specification

How many levels of management are ina traditional organization? Select correct
option:
3

The cognitive component consists of a person's:
Knowledge

Job specification concentrates onwhich of the givenaspects? Select correct
option:
Job duties & responsibilities

The physical examination is also one of the most important step of the
selection process because:

Detect communicable disease Reduce

Insurance claim

Ensure less absenteeism All of
them

Redesigning of an organization's processes, from materials Acquisition, o

production, to marketing and distribution is called:
Supply chain management

The right to get equal pays while being in the same pay scale is supported by a:
Select correct option:
Rule



Opportunities & Threats are toan
organization.
Internal

Which of the following best defines recruitment inanorganization?
Select correct option:

of the given options

The members of a group interact with each other to achieve a
objectiv

()

Particular/Shared

1 A note of appreciation for an employee is an example of .
Select correct option:

Non-Financial Rewards

According to which of the following term jobs that have similar demands in
terms of skills, knowledge & abilities should be placed in common
compensation groups?

Job evaluation

Which of following is the use of conducting cognitive aptitude test?

All of

them

HRM has a linkwith the corporate strategy of the

organization.



Direct

There is a shared responsibility between line managers and human resource
professionals

of given option

Which of the following is NOT a goal of HRM?

To endure proper delivery of products

Formal organizations are organizations.
Structured

Organizational commitment can be developed through promoting
Shared Values

Manager whose organizational function contributes directly to the
achievement of organizational output at assembly line is called:
Line manager

is achieved by combining capital, raw material &
human resource by an organization. Select correct option:
Output

Theactivities aimed at improving the internal work of teams is referred as



Team Building
Following are the functions of human resource information system except?

Track hazardous materials.

Formal organizations are organizations.
Structured

Which of the following statement more accurately defines the committed
workforce?
They do their job as if they own the company

How often HR planning process is implemented withinanorganization?
Continuously

Quality oriented organizations always try to match the organization's goals

with the:
Advent of new technology

Which of the following is not a component of the organization?
Select correct option:
Task

People
Structure None
of above

The process of ensuring that aqualified personis available to assume a
managerial position once the position is vacant is called :
Succession planning

Which of the following is NOT a source for both Skill and Ability?
Knowledge



Learning Experience
None of the above

HR department became the main force behind all changes during:
Strategic period

Which of the following is NOT a function of HRM?

To Attract People To
Develop People To
Motivate People None of
these

Which of the following practice involves the selling of f portions of the
company and

making severe staff reductions?

Restructuring

HRM has a linkwith the corporate strategy of the
organization.

Direct

Redesigning of an organization's processes, from materials Acquisition, o
production, to marketing and distribution is called:

Supply chain management

Groups and Teams are




Different things

Which of the following is the main focus of Organizational Behavior?
People at work

The basic OB model suggests the study of the organization at
levels

Organization ,group and individual

Many studies have shown that people are more committed to their jobs if:

Their participation is valued

Orgabs is facingunforeseen problems. Management has assighed the
responsibility fo AHMED for taking corrective measures to confiscate
the problems. He is playing the role

of:

Disturbance handler

The term "Cost of human resource" is used in spite of which of the following
option?

Rate of absenteeism

Which of the following is true?

All the Teams are Groups but every group is not a Team
Which of the following reflects the relationship between

MIS & HRIS?
HRIS is one aspect of MIS



The process which is used o fulfill any or all firms future positions from
maintenance

Human resource planning



=l
L v “,ﬁg
l‘k ;;4'

Which one is the quality of informal group?
They are social in nature. page # 22

Which of following area is not covered under the study of OB?
Learning

HR Specialist May be a

human resource executive manager
non-manager
all given option page

Which one is the correct statement?

A group is not always a team.

Brain Drain is term that refers to:
The lose of intellectual capital from the organization

which of them are known as simple work teams, consist of eight to ten
volunteers from a common work area who meet to find solutions to specific

problems.
Quality circles page

Which of the following is a term that concerns with the development of the
employees so that they may take immediate decision without resorting or waiting
for the orders of the

superiors?

Empowerment



Which one is true statement about groups?
A group in itself does not necessarily constitute a team.

I thinkmy friendis kind, charismatic, and funny. This statement
shows the_component of attitude:

Cognitive thinking is just cognitive ,feeling isaffective,

Strategic human resource management play its role in following areas except :
Advertisement planning

An Affirmative action is:

An attempt to eliminate the effects of past discrimination

Personnel Management and Human Resource Management are:

One and the same things

1 Organizations should set the _ goals:

Attainable

Staffing is a process of hiring qualified employees at the right place and at
the right time, to achieve__.

Organizational objectives

Which of the following is NOT an Environmental Challenge for HRM?

Work Force Diversity

Which of the following terms correctly represents different types of
managers?

A

. «4%

S



47 1
l‘k ;;4'

Tactical. Operational, strategic

Which of them is not the reason of restructuring?

Earning per share

A system that prohibits interaction with the world outside is termed as
Closed System

Negative reaction of men for the career development of women is an Example
of

Biasness

All the activities performed within an organization are:
Interdependent

Which of the following is not a function of HRM?

Select correct option:

Recruitment Training

Procurement None of

the above

Within an Organizations people work:
In hierarchy

Organizational Citizenship is related with the:



Nationality of the employees in the organization
A staff handbook is a reference tool for managers and staff.. The

handbook contains the
information

Personal conduct Terms and

conditions Briefing and

induction all of given options

Whois responsible to take corrective actionsinresponse tfounforeseen
problems?

Decisions are made at the management level with
authority

. Select correct option:
Functional

For calculating future staffing needs Ahmed the human resource manager at
ABC is computing the number of employees in his firm at the end of each of
last five years.

Which of following forecasting method is being used by him?

Trend analysis

Regression analysis Ratio analysis None of them

Authority isclassified among levels of
categories.

3

A

Which of the following are the 3 basic sets of skills, managers should possess?

Technical, interpersonal, conceptual

Which one of the following is not a benefit of workforce diversity?
Greater system flexibility

For minorities or the affected classes, ismuch fruitful
than equal opportunity employment.

Sona~
‘~‘3 y‘f
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Affirmative Action

Unofficial part of anorganization formed on the basis of common interests is
known as:

Informal organization

Which of the following discipline deals with the impact of individual's
behavior in an
organization?

Organizational behavior

A manager's function is classified as line or staff based on the
organization’s:

Objectives

Question # 4 of 10 ( Start time: 09:19:03 PM ) Total Marks: 1
Which of the following areas are affected by the reengineering?

Cost Quality
Speed
All of the above

Anorganization that carries out welfare projectsinthe locality where its
business exists other than its core business activity is:

Select correct option:

Socially Responsible organization

_____is termed as the "right arm of the

top executive.”
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personnel manager

Reactive approach to overcome the influence of discriminatory practices occurred
in the past is referred as:
Affirmative action

Which of the following is the function performed by the line managers?

Line functions Coordinative
functions Some staff
functions All of the given

Employment of which resource isa competitive factor for organizations.

of 10 ( Start time: 09:26:02 PM ) Total Marks: 1

Deciding whether Mom and Pop's superstore will compete with enormous
markets headto-head by building similar superstoresisanexample of Select
correct option:

Strategic planning

Manager has authorized the worker to make his own schedule. This is the

example of
Select correct option:
Controlling Planning

Empowerment

Question # 6 of 10 ( Start time: 09:30:21 PM ) Total Marks: 1
Studying organizational behavior helps managers:



Select correct option:
To see the value of workforce diversity

HR responsibilities of staff managers

include
Select correct option:

assistance in hiring
rewarding, counseling
assistance in promotion all
given option

Large organizations often have development programs with anaim to:
Select correct option:
Prepare employees for higher level responsibilities within the organization

The mass movement of technically skilled people from one country fo another is

known
as:

Brain drain

HRIS helps
managers to
perform__more
effectively &

systematically.
Select correct option:

HR functions

Which of the following is mandatory for the formation of an organization?
Select correct option:

Two or more individuals



Human Resource Management

starts with

Select correct option:

HR Planning Recruitment

Selection

None of the above

Question # 7 of 10 ( Start time: 09:52:39 PM ) Total Marks: 1
managers develop organizational wide
goals. Select correct option:

Middle-level First-

line level Low-level

Top-level

Question # 8 of 10 ( Start time: 09:53:03 PM ) Total Marks: 1
Main source of creating difference among organizations is:
Select correct option:

Human resource Physical

resources Modren

technology Heavy

budgets

How do companies facilitate workforce diversity?

Select correct option:

By relying on external support systems for minority workers

By encouraging employees to challenge beliefs and values of other employees
By organizing social activities

By reinforcing traditional values

Which of these is not a fechnique used o manage the surplus of the workforce?
Select correct option:

Early retirements

Creative Recruiting

Restricted hiring

Reduced hours

Rules & policies are designed to protect:



Select correct option:
Employees
Employers

Managers
All of the above mentioned

Staffing is aprocess of hiring qualified employees at the right place and at the
right fime,

to achieve :

Organizational objectives

When Personal manager exerted the authority as a coordinator of personal

activities he
is acting like:

Right arm of top executive

Which of the following is NOT

a goal of HRM?
Select correct option:

Integration of HRM with the corporate strategy of the organization
Producing the desired humanbehavior that helps to achieve the organizations
goals

Creation of a flexible environment that can easily adopt change

To endure proper delivery of products

Within an Organizations people work:
Select correct option:

Individually In

hierarchy

Separately

Independently



Which one of the following is an outcome of ‘organizing' function of
management?
Select correct option:

Motivation & commitment

Organizational basic components are:
Select correct option:

People, strategies, resources

A manager who approves the training program for employees is:
Staff Manager

Human resource management considers organization as: Select
correct option:
Entity

Authority is a/an____ forceto control others’behavior. Select correct
option:

Legal Illegal

Implied Applied

Which of the following is a micro-level challenge faced by an organization?
Select correct option:
Work force diversity

Women can not do important or heavy jobs. This is an example of:
Halo effect

Several factors had played their role inshaping the attitudes towards
human



resource management during Select
correct option:
the 1970s and 1980

Which of them can be a possible reason of the layoff?
Select correct option:

Lack of cash

Lack of new projects

Lack of material

All of the given options

Which of the following statement best defines "Recruitment”?
Select correct option:
Itisaprocessof attractinganumber of suitable applicants

It is selecting the best candidate for the vacancy
It is a process of enhancing employees’ knowledge and skills

It is used to determine the best performers in organization

Human resource management is not anend in itself;
Itisonly ameans to assist the organizationwith its primary
objectives

System used to collect, record, store, analyze, & retrieve data
related to an

organization, is termed as:

Select correct option:

IS (Information System)

MIS (Management Information System) HRIS

(Human Resource Information System)

DBMS (Data Base Management System)



To make an employment decision not on the basis of legitimate job related
factors is known as

Select correct option:

Gender discrimination Employment

discrimination Stereotyping

Backlash

Ahmed is supervising the maneuver of whole organization, which one role
Chief Executive

In order to promote unbiased management, organizations should develop:
Select correct option:

Powerful union Legal

compliance

Which of the following is not a characteristic of an effective goal? Select
correct option:

Specific Measurable

Challengeable None of

the above

Which of the following term is used as the indicator of missing information by
the

applicant while making selection decision? Select

correct option:

Red flag Red

alert High alert

Alarming situation

Which of the following is the most correct statement?
Job identification only includes job title.

Which of the following defines the process of 'Recruitment'?



Select correct option:

Discovering potential job candidates for a particular position
Making a “hire" or "no hire" decisions

Which system is used to collect, record, store, analyze, and retrieve data
concerning

organization's workforce?

Select correct option:

MIS

Which of the following source can be used to ensure the authentication of the
information

provided by the job applicant?

Select correct option:

Reference check

Criminal record

Application form Credit

history

Which one is the quality of informal group?
Select correct option:

They are social in nature.

They have designated work assignments.
They established by the organizations.
They have predefined norms.



Which one is not the component of the staffing function?
Select correct option:

Recruitment

Strategic human resource planning

Staffing

Training and development

What

kind of interview technique will be best in this situation?
Select correct option:

Informal interview with structured rating forms
Unstructured interview with rating forms

Structured interview with structured rating form

None of them

Org Abs wants to higher computer operators. They have designed a test to

check their

knowledge about different applications software's .This test is an example of:

Select correct option:
Personality Tests
Polygraph test

Job knowledge fest
Simulations

Which one is not the function of human resource management? Select

correct option:
Employee and labor relation Safety

and health
HR research

None of given options



Atif's job is to recognize problem areas and implementing solutions. He is also
responsible to select critical information from masses of data to direct the
organization in

the world of overflowing information. Which of the following skills are

required to
perform his job effectively?



Select correct option:
Conceptual skills Human
skills Technical skills
Interpersonal skills

Decisions are made at the management level with
authority

. Select correct option:
Functional Line
Staff Operational

Which one is the recruitment method that may create glass ceilingeffect?
Select correct option:

Job posting Recruitment

agencies Word of mouth

Internship

Which of them are known as simple work teams, consist of eight to ten
volunteers from a
common work areawho meet to find solutions to specific problems.

Select correct option:
Virtual teams
Cross Departmental Team Process

teams
Quality circles

Which one is the correct statement?
Select correct option:

A group is not always a team. A

group is always a team

The terms Group and teams are interchangeable
None of given option

Ahmed who is an adequate candidate for the job of general manager is
preceded by



Aslam who is a poor candidate and management mistakenly considered him
much better



for the available positionat that time when there are many outstanding
candidates in the

applicant pool. This error is known as:

Select correct option:

Contrast error Negative

emphasis Hallo effect
Snap judgment

Under which of the following no screening of applicant pool is conducted
before making

final selection? Select

correct option:

Walk-in applicants

Employee referrals

Employment agency

School placement

The authority exerted by a personnel manager is
Select correct option:

Line Authority

Staff Authority
Functional Authority

Authority given by Organization

A manager's function is classified as line or staff based on the organization's:
Select correct option:

Objectives

Vision Services

Product

is fermed as the "right arm of the top executive.”
Select correct option:

Staff manager Line

manager

Personnel manager

Secretary




Human resource management won final acceptance in:



Select correct option:
1980
1985
1989
1979

Quality oriented organizations always try tfo match the organization’s goals
with the:

Select correct option:

Sales of products Supply

of raw material Abilities of

employees
Advent of new technology

The test used o measure the cognitive abilities of personis also known as
Select correct option:

Aptitude test

Personality Tests

Intelligence test
Psychomotor Abilities Tests

Which of the following skills are required most by the Top-level managers?
Select correct option:

Technical skills

Interpersonal skills

Conceptual skills

All of the given options

The basic unit of an organizationis
Select correct option:
Individual Group

Team
All of the above



Which one of the following is Not included in ' Training and Development'?
Select correct option:

Employee orientation Career

development Employee

education



HRIS maintenance

attempt to sense and solve a problem before it takes place may be termed as

Select correct option:
Proactive Response
Reactive Response

PTA fully sponsors Al-Shifa Trust, which offers aid and rehabilitation services
to special

children .At the same time PIA is providing help to non profit organizations.
This is:

Select correct option:

Liability of PTA Duty

OF PIA

Social responsibility of PLA LEGAL

responsibility OF PIA

The procedure of initiatingadocument that specifies job title, department, the
date the

employee is needed for work, and other details, is known as:

Select correct option:

Employee request Employee

appropriation Employee

requisition Employee demand

Which of the following employment agency is best known for recruiting white-
collar

employees?

Select correct option:

Employee hunters

People locators People

seekers Head hunters
Question # 18 of 20 ( Start time: 07:41:57 PM ) Total Marks: 1



Aslam is working in the ABC Company. He is performing the tasks in a wide
variety of

human resource related areas. He is performing the role of:

Select correct option:
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HR Generalists

Coordinator Line

manager HR

Specialist

Question # 19 of 20 ( Start time: 07:42:43 PM ) Total Marks: 1

Anyone, regardless of race, color, sex, religion, national origin, or age, has an
equal

chance for a job . This is known as

Select correct option:

Affirmative Action

Equal Employment Opportunity

Diversity

None of given option

Question # 20 of 20 ( Start time: 07:43:25 PM ) Total Marks: 1

For the selection of pilot,PIA’'s management ook the written test based on the
understanding & application of aeronautical engineering; under which category
this test

will fall?

Select correct option:

Reliable test Content-

valid test Criterion-valid

test Face-valid test
Question # 2 of 20 ( Start time: 07:45:03 PM ) Total Marks: 1

Whichaspect of human resource management is concerned with the collective
bargaining

of labor union? Select

correct option:

Stockholder relations

Industrial relations

Personnel relations

Employee relations
Question # 3 of 20 ( Start time: 07:45:42 PM ) Total Marks: 1

Which of them is most valid interview form for predicting job performance?
Select correct option:

Informal interview

Unstructured interview



@ VU-Tech

Structured interview All of

them
Question # 4 of 20 ( Start time: 07:46:15 PM ) Total Marks: 1
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During the shortage of the work force organizations should :
Select correct option:

Intensify their efforts of recruitment

Least focus on recruitment expense

Rely on technology

Hire minimum number of Employees

Question # 5 of 20 ( Start time: 07:47:12 PM ) Total Marks: 1
Women can not do important or heavy jobs. This is an example of:
Select correct option:

Stereotyping Halo

effect

Question # 6 of 20 ( Start time: 07:47:36 PM ) Total Marks: 1
The technique which people use for controlling the perception of other People
is know as

Select correct option:

Behavior modification Impression

management Controlling

Leading

Question # 7 of 20 ( Start time: 07:48:16 PM ) Total Marks: 1

Which of the following is not a function of HRM?
Select correct option:

Recruitment Training

Procurement None of

the above
Question # 8 of 20 ( Start time: 07:48:36 PM ) Total Marks: 1

Which of the following is the major objective of training function of HRM?
Select correct option:

To attract qualified applicant to fill the job vacancies

To give employees the skills and knowledge to perform their jobs effectively
To help a new employee adjust himself to the new job and the employer

To monitor employee performance to ensure that it is at acceptable levels
Question # 9 of 20 ( Start time: 07:49:09 PM ) Total Marks: 1
Standardized method for rating, classifying, and comparing virtually every kind
of job

based on data, people, and things is known as

Select correct option:



Department of Labor Procedure
Position Analysis Questionnaire

VU-Tech



Functional job analysis None

of given option

Question # 1 of 20 ( Start time: 07:56:06 PM ) Total Marks: 1

Decisions are made at the management level with

authority

. Select correct option:

Functional Line

Staff Operational

Question # 2 of 20 ( Start time: 07:56:30 PM ) Total Marks: 1

Perception shapes up the view of a person about world by :

Select correct option:

Withdrawing irrelevant information Perceiving

information from sensory processes Only

collecting accurate information

Bothaand b

Question # 3 of 20 ( Start time: 07:57:39 PM ) Total Marks: 1

The basic OB model suggests the study of the organization at
levels

Select correct option:

Organization, group and individual Group,

individual and hierarchical | Organization,

group and departmental None of given option

Question # 4 of 20 ( Start time: 07:57:58 PM ) Total Marks: 1

Which of the following skill/s is/are required for aneffective team?

Select correct option:

Problem-solving skills

Technical skills

Interpersonal skills

All of the given options

Question # 5 of 20 ( Start time: 07:58:21 PM ) Total Marks: 1

Which term is used to describe the process of strategy formulation,

implementation, and
Evaluation?
Select correct option:

Assessment Forecasting

A
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Strategic planning
Valuation
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Question # 13 of 20 ( Start time: 08:36:41 PM ) Total Marks: 1

A practiceused by different companies to reduce costs by fransferring portions
of work to

outside provider rather than completing it internally is termed as: Select
correct option:

Planning Decentralization

Restructuring

Outsourcing

Question # 14 of 20 ( Start time: 08:37:40 PM ) Total Marks: 1
Which of the following best defines recruitment inan organization?
Select correct option:

Forecast the supply of outside candidates

Develop an appropriate applicant pool

Determine the importance of job applicants All

of the given options

The difference between human resource management and management is: Select

correct option:
Narrow

Not important Both
are the same
Significant

is the process of systematically reviewing human
resource requirements to

ensure that the required number of employees, with the requiredskills, is
available when

they are needed Select

correct option:

Human resource planning

Succession Planning

Succession Development None

of the given option

Which one statement is true about the teams?



e

Select correct option:

Team members are not accountable at all.

Team members hold themselves to be mutually accountable.
Team's members are concerned with individual accountability.



None of them
Question # 18 of 20 ( Start time: 08:40:56 PM ) Total Marks: 1

Human resource management won final acceptance in:
Select correct option:

1980
1985
1989
1979

Which of the following method uses organization's current level of
employment as the

starting point while estimating the future staffing needs of anorganization?
Select correct option:

Project forecasting

Conjecture forecasting

Labor forecasting Zero-

base forecasting

Which of the following method uses organization's current level of
employment as the

starting point while estimating the future staffing needs of anorganization?
Select correct option:

Project forecasting

Conjecture forecasting

Labor forecasting Zero-

base forecasting

Which of the following is a goal-directed summary of aperson's experience,
education

and training, developed touse inthe selectionprocess?

Select correct option:

Curriculum vitae

Educational record Career

goal
Interview questioning



Successful organizations primarily concern with the: Select
correct option:

Communication Inventory
Skilful manpower



Production

'The process of determining the human resource needs of anorganizationand
ensuring that the right number of qualified people are positioned in the right
jobs at the right time' is described by which of the following term?

Select correct option:

Job planning Resource

planning

Human resource planning

Succession planning

Select correct option:
More innovation Better
Problem solving Diversity
Training

Greater system flexibility

It generally involves selling of f portions of the company

Select correct option:
Restructuring

Reengineering..........
selling
selling,Reengineering



Motivatingtheemployeesisclassifiedas: @
Informational role

Interpersonal role

3. Which of the following is the main responsibility of an HR

department? @  Attracting candidates for job
@  Ensure staff development @

Keep employees motivated @

All of the given options

4. HR managers are generally the managers:
Line
Middle
Staff

Top

(SISEORN]

5. Manufacturing was the main concern of personnel department

during:-Mechanis‘ric period
@  Catalytic
period @

Organistic
period @

Strategic
period

6. Running the organizational activities is

called:-Managemen‘r process
@  Executive position

@  Quality management

@  D.Performance measurement

7. Jobs are identified & grouped
while: @ Planning

@ Organizing

@  Leading



@  Controlling

8. Effective HRM leads
to: @ Organizational
success @ Organizational
failure
@ Organizational complexity
a Organizational
inefficiency

9. Organizational goals should be:

@ Achievable
@&  Ambiguous
@ Random
a

10. Customers of anorganization fall under which of the following
category? @ Shareholders

@ Staff
@  Partners
@

Stakeholder

S

11. What could be the best approach for an organization to sustain in a

dynamic environment?
Be stagnant
Responsive to change
Reluctant to change @
Merge withothers

QAR

12. The thorough & detailed study regarding jobs within an

organization is represented by:
@  Job analysis

g Job
description @
Job



specification &
Job evaluation

13. A practice used by companies o assign their costly activities to

outside providers is known as:
@  Planning

]
Decentralizatio
nd Restructuring



Outsourcin

14. Organizational behavior depicts
the: @ Jargonsusedwithinthe

organization
@  Collective
behavior of
employees

@  Effect of society's behavior on an organization
@  All of the given options

15. Leaders
perform: &
Decisional roles

@  Informal roles
@  Informational roles
@  Interpersonal roles

16. Organizations take inputs

from: @ Rules & policies

@ Internal environment @
External environment

@ Legislations & litigations

17. Which of the following system represents interrelated

activities? @ A closed system
@  Anisolated system

@  An open system

@ A clogged system

18. Braindrainis one of
the: @ Organizational threat
@  Organizational
opportunity &

Organizational strength
@  Organizational weakness



19. Shifting from manual to computerized systemis resulted

dueto: @  Workforce diversity
@  Technological advancement
@  Stake holders involvement @

D. Globalization



20. Which of the following statement reflects the 'Age Discrimination
Act' for workers?
/] At the age of 40 to 70, workers can not be retired by force
@ At the age below 18, workers can never be hired
@  Having 10years of experience, workers should be
promoted @ Workers can never be rehired if retiredonce

21. Reactive approach to overcome the influence of discriminatory
practices occurred
in the past is referred as:
@  Equal employment opportunity &

Affirmative action
@ HR planning

@ Litigation process

22. Organizations put maximum effortin measuring performance
of organizational
people because:
@  Itmakesprocedurescosteffective @
It helps in detecting the problems
@ It leads to productinnovation
@ D. It assists in implementing new technology

23. In order to promote unbiased management, organizations should

develop: Powerful union
Strategic alliance

egal compliance
@Stakeholder influence

24.  Following are all included in 'Statistical Approach’

of forecasting, EXCEPT:

@  Trend analysis
@  Sensitivity analysis

@  Ratio analysis
@  Regression analysis



Alternative work arrangements include all of the following, EXCEPT: @ @

On-site child care
@  Job sharing

25. How offen HR planning process is implemented withinan
organization? @ Continuously

@ Annually
@  Bi-annually
@ Quarterly

26. Which of the following reflects the relationship between MIS &

HRIS? J  Both are same

@ MIS is one aspect of HRIS @
HRIS is one aspect of MIS @ No
relationship exists

27.'Strengths’ & 'Weaknesses' are to anorganization.
g  Important
@ Internal
@ External
@ D. Central

28. Which of the following statement best reflects the Job
analysis?-Conceptual process
@  Written statement
@  Recruitment
method d  Legal

clause

Standards are established to: &
Achieve desired outcomes
@ Meet legal compliance

@  Achieve competitive
advantage @ Promote goodwill in
market

29. Which of the following constraint does NOT affect the recruiting



efforts? @ Compensation of the job
@ Image of the organization
@ Internal organizational policies @
D. None of the given options
30. Job evaluation is based on
the: @ Physical skills required by
the job

@ Relative job worth for an
organization

@  Complexity of the job to perform
@  Conceptual skill required by the job

31. Who is in the best position to observe and evaluate an employee's
performance for the purposes of a performance appraisal?
@ Peers
@  Customers
@  Top management
a9 Immediate supervisor

32. Which of the following is a stated outcome of 'Job
Analysis'? @Job description
g Job
specification &
Job evaluation

33. Which of the following term is used as an indicator of missing
information by the applicant while making selection decision?

Q Red flag
@  Redalert
@  High alert

@  Alarming situation

34. Which of the following best defines recruitmentinan
organization? @ Forecast the supply of outside candidates
(7] Develop an appropriate applicant pool



@  Determine the importance of job
applicants @ D. All of the given options

35. Which of the following term is used for choosing the individual who is
best suited to a particular position and o the organization from a group
of potential applicants?
@  Recruitment
@  Staffing
@  Enrollment
Selection



36. Followings are included in contingent workers,
EXCEPT: g Part-timers
@ Contractors
9 Directors
@  Temporaries

37. Which of the following term contains information regarding
machines & equipments used at workplace?
@  Job analysis
@  Job specification
/] Job description
@  Job evaluation

38. HRMis associated with the management
of, @ General people
@  Financial resources
(/] Organizational people
@  Community members

39. Cost of human resources refers
to; @ Company profits
@ Employee shares @

Salary packages @
Earned revenues

40. Top level managers require skills the

most; & Technical
@  Interpersonal
@  Conceptual
@  Mechanical

41. Matching the job description with the individuals' qualification is
an
important aspect

of; IS
g MIS



@ HRIS

g DBMS
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42. HR managers are generally the managers;
g Line
@ Middle
@  Staff
g Top

43. Manufacturing was the main concern of personnel department during;
@  Mechanistic period

@  Catalytic
period @
Organistic
period @
Strategic
period

44. SWOT Analysis is a tool for;
@  Determining organization's mission
@  Developing organizational

goals JFormulating strategies
@  Environmental scanning

Jobsareidentified & groupedwhile; @  Planning
@  Organizing g Leading
@  Controlling

45. According to the Hawthorne studies, the productivity of

employees; & Increased by increasing light
@  Decreased by decreasing light @

Increased by observing them
@  Nochangeintheirproductivity

46. Organizational goals should
be; @ Achievable
@  Ambiguous
@  Random

@ Vague



58. Asorganizational activities areinterrelated, it is said

tobe; @ A closed system
@  Anisolated system

@  Anopen system

@ A clogged system

59. Management sciences department is one of the of
the VU;
@ System
Q Subsystem
@ Board
@  Structure

60. Shifting from manual to computerized systemis resulted

dueto; @  Workforce diversity

@  Technological advancement

@  Stake holders involvement @
Globalization

61. Rewards offered to labors involved in production, are

categorizedas; @ Salary
@  Fringe benefits
@  Wage

@ D. Commission

62. The goal of pre-retirement educational programs is
to; DImprove job satisfaction
@  Increase employee commitment

@ Minimize medical claims from retirees
@ D. Ease the transition from working life to retirement

63. Organizations put maximum effortin measuring performance

of organizational people because;
@  ltmakesprocedures costeffective @
It helps in detecting the



problems



@ It leads to product innovation
@ It assists in implementing new technology

64. Willingness, capacity & opportunity to performare said to

be; @ Performance outcomes
@  Determinants of performance

@  Performance appraisals
@  Types of performance standards

65. One of the major barriers to career advancement experiencing by

working ladies is;
@  Difficulty in balancing work
and family life

@  Topmanagement isusually male
oriented @ Lack of educational

opportunities
@  Common perception that woman can not be better boss

66. Alternative work arrangements include all of the following

EXCEPT; @ Part-time work

@  Flexible hours
@  On-site childcare

@  Jobsharing

67. Mr. Ahmed is a cashier and he feels dissatisfied at work. What best

justifies this situation?
@  His job may not be structured to suit his preferences
a

68. The problem occurs when supervisors tend to rate all their
subordinates consistently high.
@  Central tendency

Leniency
@  Strictness

@ Halo effect



69. The relationship between critical incident method & BARS

(behaviorally anchored rating scale) is;
@ No relationship exists



@  Different methods to evaluate performance @
Both are similar PA methods

) Comparison method is used for PA, while BARS is related to training
evaluation

70. What is another term for 360-degree
feedback? @ Feedback loop
%] Multi-source assessment
@  Upward
feedback @ Circle
feedback

71. Standards are established
‘ro;IQAchieve desired outcomes
@  Meet legal compliance
@  Achieve competitive
advantage g Promote goodwill in
market

72. The point method to evaluate job is an extension
of; @ Ranking method
@  Factor comparison method
@  Classification
method @  Point
factor method

73. Job evaluation is based on
the; @ Physical skills required by
the job
@  Relative job worth for an organization
@  Complexity of the job to perform
@  Conceptual skill required by the job

74. Who is in the best position to observe and evaluate an employee's
performance



for the purposes of a performance appraisal?
g Peers
@  Customers
&g  Top management
0] Immediate supervisor

75. Groups are called if jobsare
similar. @ Classes




76. Train the raters prior fo conduct the performance appraisal is an
important responsibility of;

Top management

HR department

Line managers

Production department

Q QQ

77. Currently Organizations are providing benefits to their
employees;I@To attract new blood in the organization
@  To create stronger customer
relationship & To enhance the market

share
@  All of the above

78. Following are all examples of direct compensation
EXCEPT. @ Pension

@  Salary
@ Bonus
@  Income

79. One of the main flaws of Classification method to evaluate the
jobsis; @ It isan expensive method
@  Onlybeneficial for small
organizations @ Maximum probability
of biasness
4] Not useful when jobs are different

80. Which of the following measurement methods rates employee

performance relative fo other employees?
@  Graphic rating scale @
Comparative method
Essay method

%]
@  Critical incident method

8l. A system used to acquire, store, manipulate, analyze,
retrieve, and distributed information related to the company's



human resources is called a(n)

HRIS



87. Scientific management was one of the earliest and best-known
statements of the approach.
@  Biological
@  Motivational
%]
1)

Perceptual-Motor
Mechanistic

88. Most HR functions spend very little time on:
@ Traditional activities

@  Transactional activities
@  Transformational activities
@  Day-to-day operational activities

89. Playing the role of

requires designing and delivering
efficient and effective HR systems, processes, and practices.

@  Administrative
Agent @ Change

Agent
O Strategic Partner
@ Employee Advocate

90. Which of these refers to the degree to which decision-

making authority resides at the top of the organizational chart?
@  Job design
@  Decentralization @
Unity ofcommand
@  Centralization

91. 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.

92. Mentoring & Coaching has become increasingly important over the years
because the employees who aspire to higher management levels in the
organization often need the assistance and advocacy of someone higher up
Iin the organization.



93. The goal of measuring performance is to improve the effectiveness &
efficiency of the organization by aligning the employee’s work behaviors &



results with the organization’s goals, improving the employee’s work
behaviors & results.

94. Innovation entails developing skills to discover new products and
processes and designing adaptable structures and cultures.

95. Labor union might affect the appraisal process by stressing seniority as
the basis for promotions and pay increases.

96. MBO requires that supervisors and employees determine objectives for
employees to meet during the rating period and the employees appraise how
well they have achieved their objectives.

97. Organizational approaches that are becoming increasingly popular in
dealing with the needs of dual career couples are flexible work schedules,
telecommuting, and the offering of child-careservices.

98. The workers must look across company lines to other organizations to
determine what skills are transferable, and then go and get them

99. Performance feedback should do more than informing learners whether
they were right or wrong. Just notifying the trainees that they were wrong
Is not as effective as telling them why they were wrong and how they can
avoid making those mistakes in future.

100. Assistant to Position employees are given the opportunity to work
under a successful manger, often in different areas of organization. In doing
so, these employees get exposure to wide variety of management activities
and are groomed for assuming the duties of next higher level.

101. One reason for falling union membership in recent years is that

Legislation protects workers in a way that was once only offered by the
unions

@  Unions have beenseenas largely
ineffectual & Union membership is too

expensive
@  Manufacturers will not hire union members
@  Union members earn less on average compared o non-union members



107. Family issues, economic problems, and
personality characteristics are examples of the_ factor of

potential stress
Social
Environmental
Personnel

Psychological
Personal

ISESEOENRN

108. The_form of union security means that it is
up to the workers whether or not they join the union and only

those who join must pay dues.
Closed shop
Union shop
Agency shop
Open shop
Maintenance of agreement

QAR

109. The

dimension of assertiveness refers to situations
@  inwhich one party attempts to satisfy his/her ownconcerns

@  inwhich there is an expression of competition
@  involvingamajor behavior change that lead to
conflict @ in which one party behaves generously

110. Which of the following benefits could
be awarded as workers’
compensation?

@  Cash benefit
@  Medical
services d Time

off with pay
@  Time off without pay
@ aandb

111. Appraisal of a worker's performance can be describedas:

@  Planning Activity



@  Organizing
Activity

Q Controlling Activity
@ Leading Activity

112. Hawthorne studies depict the effects of work environment on:



(0] Human Behavior
@ Human
Performance @

Human
Satisfaction @

All the
given options

113. Process of working with different resources to accomplish
organizational
goals is known as:

@  Strategic management
@  Human Resource
management @ Management
g Team work

114. The concept of how a person behaves in a group can be

attributed to: @ Thermodynamics
(0] Group Dynamics

@  MBO (Management by

objectives) & Group

Behavior

115. The study of Organizational Behavior is

closely relatedto: @  Human Psychology
@  Human Behavior in general

%) Human Behavior at work
@  Human-Machine Interaction

116. Essential component of an



organizationis: @ Team

Structure
@  Individual
@  None of the given options
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