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Chapter 1

Define Management. Is management Art or Science. Comment

A set of activities (including planning, organizing, leading, and controlling) directed by an
organization’s resources (human, financial, physical, and information) with the aim of achieving
organizational goals and objectives in an effective and efficient manner.

Management is considered both a science and an art, as it involves systematic knowledge and
principles (science) and the ability to apply them effectively (art).

The Science of Management

e Management is a science because it is based on established principles, theories, and
systematic methods.

e |t follows logical analysis and decision-making techniques to solve organizational
problems.

e Managers use quantitative models, data analysis, and structured methodologies to make
informed decisions.

The Art of Management

e Management is also an art because it requires creativity, experience, and interpersonal
skills to handle different situations effectively.

e Each manager has their own way of leading and solving problems.

e Skills like motivating employees, solving conflicts, and making smart decisions using
judgment and experience make management an art.

** Qrganizations: People working together and coordinating their actions to achieve specific
goals.

** Manager: Is one who achieves goals by working with or through people. Managers are the
people responsible for supervising the use of an organization’s resources (People, Machinery,
Raw Materials, Information, Financial Capital) to meet its goals.

What are different managerial functions? Describe those functions.

Management functions are the core activities that managers perform to achieve organizational
goals. According to Henri Fayol, management consists of four primary functions:
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1. Planning

o |dentifying organizational goals and setting objectives.

o Developing strategies and action plans to achieve those goals.
e Forecasting future trends and preparing for uncertainties.

¢ Allocating resources effectively to meet targets.

Examples: A company planning to launch a new product.

2. Organizing
¢ Designing the organizational structure (departments, teams, reporting hierarchy).
e Assigning responsibilities and defining roles.
¢ Allocating resources (human, financial, and physical).

e Establishing communication channels to ensure coordination.

Example: A company creating different departments such as Sales, Marketing, HR, and Finance
to streamline operations.

3. Leading
e Setting a clear vision and direction for employees.
e Motivating employees through incentives, rewards, and leadership.
o Effective communication to ensure clarity of roles and responsibilities.

e Encouraging teamwork and resolving conflicts.

Example: A manager inspiring their team to meet sales targets through motivation and effective
leadership.

4. Controlling

¢ Monitoring employees' work and evaluating performance.
e Setting performance standards and benchmarks.



e Identifying deviations from goals and taking corrective action.
e Ensuring efficiency and effectiveness in operations.

Example: A production manager checking whether sales output meets the standards and making
improvements if needed.

Describe the three level of management.

Organizations are usually structured in three levels of management. Each level has its own roles
and responsibilities to help the organization succeed.

1. Top-Level Management

This is the highest level of management. They are responsible for the overall direction of the
organization.

Responsibilities:
e Sets the vision, mission, and long-term goals.
o Makes strategic decisions for company growth and success.
¢ Represents the organization to outsiders like the government, media, or investors.
e Checks if all departments are working toward the main goals.
Examples: CEO (Chief Executive Officer), CFO (Chief Financial Officer)

2. Middle-Level Management

Middle managers connect the top management with first-line managers. They help in turning big
plans into actions at the department level.

Responsibilities:
e Turns top-level strategic goals into specific department goals.
e Manages and supports first-line managers.
e Uses resources smartly to reach targets.
¢ Keeps communication smooth between all management levels.
¢ Solves problems and looks for ways to improve performance.

Examples: Department Heads, Regional Managers, Branch Managers

3. First-Line Management

This is the lowest level of management. These managers directly supervise employees and
handle daily work operations.



Responsibilities:
¢ Watches over employees and makes sure tasks are done.
e Guides and motivates workers.
¢ Maintains quality and efficiency in day-to-day tasks.
e Reports progress and problems to middle managers.
e Applies company rules and policies at the working level.
Examples: Supervisors, Team Leaders

Illustrate the different management roles with suitable examples.

Henry Mintzberg categorized managerial roles into three broad categories:

1. Interpersonal Roles

These roles involve interacting with employees, colleagues, and external parties to build
relationships and provide direction.

a) Figurehead Role: The manager represents the organization in formal and symbolic activities.
Example: A CEO attending a ribbon-cutting ceremony for a new office.

b) Leader Role: The manager train, counsel, mentor, support and encourage high employee
performance.

Example: A team leader coaching employees to improve performance.

c) Liaison Role: The manager connects and communicates with internal and external
stakeholders to help achieve goals.

Example: A sales manager coordinating with suppliers and customers.
2. Informational Roles

These roles involve gathering, processing, and sharing information to ensure effective decision-
making.

a) Monitor Role: The manager collects and analyzes information from various sources.
Example: A marketing manager analyzing market trends and competitor strategies.

b) Disseminator Role: The manager shares important information with employees and teams.



Example: A department head briefing employees about new company policies.

c) Spokesperson Role: The manager represents the organization and provides information to
external audiences.

Example: A company CEO giving a press interview about business expansion.

3. Decisional Roles

These roles involve making strategic decisions to solve problems and utilize resources effectively.
a) Entrepreneur Role: The manager identifies opportunities and implements innovative changes.
Example: A startup founder launching a new business model.

b) Disturbance Handler Role: The manager resolves conflicts and unexpected crises.

Example: A factory manager handling a sudden machinery breakdown.

c) Resource Allocator Role: The manager distributes resources (money, manpower, equipment)
efficiently.

Example: A finance manager allocating the annual budget to different departments.

d) Negotiator Role: The manager negotiates deals, contracts, and agreements on behalf of the
organization.

Example: A purchasing manager negotiating supplier contracts for better pricing.
What are the three key managerial skills? Explain with examples.

Answer:
Managers need three important skills to perform their duties effectively:

1. Conceptual Skills: These skills help managers analyze situations, understand problems,
and find the connection between causes and results.

Example: A manager planning a new business strategy by studying market trends.

2. Interpersonal Skills: These are people skills. They help managers communicate well,
understand others, and motivate teams.

Example: A team leader encouraging workers to meet a deadline through good
communication.



3. Technical Skills: These are the specific job-related skills and knowledge required to
complete a task.

Example: An accountant using accounting software or a factory manager understanding
how machines work.

What are some major challenges faced by managers today?

Modern managers face many challenges as the business world keeps changing. Some of the main
challenges are:

1. Globalization: More companies are working across countries, so managers must handle
different cultures, languages, and business rules.

2. Building Competitive Advantage: Managers must help their companies stay ahead by
focusing on efficiency, high quality, innovation, and quick customer service.

3. Ethical Management: While improving performance, managers must also stay honest,
fair, and follow ethical practices.

4. Workforce Diversity: Managers now work with people from different backgrounds, ages,
genders, and cultures. They must create a respectful and inclusive environment.

5. Adopting New Technologies: Managers must learn and apply new tools and digital
systems to stay updated and improve productivity.

"Knowledge of management is universal in nature, can be applied to any kind of organization at
any hierarchical level"-Justify the statement.

Yes, management knowledge is universal because it can be used in all types of organizations and
at every level of management. The same principles and practices work whether it’s a business,
school, hospital, or non-profit group.

1. Applicable to All Organizations: Management helps in decision-making, planning, and
coordination across industries.

Example: Google uses it for expansion, NGOs for social work.

2. Used at All Levels: Top managers set goals, middle managers implement plans, and first-
line managers handle daily tasks.

3. Same Principles Everywhere: |deas like motivation, leadership, and clear communication
work in any industry.

Example: Unity of Command is used in both hospitals and factories.

4. Flexible in Different Environments: Management adapts to industry needs.
Example: Startups focus on speed; banks focus on structure.



5. Scientific and Practical: It uses proven methods and human skills, making it fit for any
organization.

Chapter 2

What are the seven forces changing the nature of professional services? Briefly describe them.

The way professional services work is changing because of several outside factors. These seven
forces are making businesses and professionals adjust how they work:

1. Client Sophistication
o Clients are now smarter and know what they want.
o They ask for better and more customized services.
o They also compare different service providers before choosing one.
o Example: A organization checks many law firms online before picking the best one.
2. Governance
o Rules and laws are becoming stricter to stop cheating and unethical actions.
o Businesses must follow these rules to stay trustworthy.
o Example: Banks have to follow strict rules to stop money laundering.
3. Connectivity
o Technology makes it easy to talk and work with clients from anywhere.
o Tools like video calls, cloud storage, and online teamwork are common.
o Example: A BD consultant can work with a European client through Zoom.
4. Transparency
o Clients want to see clearly how services are done and how decisions are made.
o Being open helps build trust.
o Example: A company gives clients live updates through an online portal.
5. Modularization
o Services are broken into smaller parts so that some can be outsourced or
automated.
o This helps save time and money.
o Example: A business keeps its main work in-house but outsources IT support.
6. Globalization
o Companies and professionals now work across countries and deal with
international clients.
o This brings more competition and the need to understand different cultures.
Example: Indian software companies build apps for U.S. and European clients.
7. Commoditization
o Some services have become so common that many providers offer the same thing.
o So, companies must be creative and offer something special.
o Example: Since many accounting firms offer the same tax help, they compete on
price, speed, or customer service.

What are the challenges for IT Workers and Employers in today's world?



The IT industry faces numerous challenges that affect both workers and employers. These
challenges arise from technological advancements, ethical concerns, and workplace dynamics.

1. Trade Secrets
e Companies invest in unique processes, algorithms, and technologies that must remain
confidential.
e Employees must avoid disclosing sensitive company information.
Example: The secret formula for Coca-Cola.

2. Whistle-Blowing

e Employees may need to report unethical or illegal activities within their organizations.
e Whistle-blowers often face retaliation or job loss.

Example: An IT employee exposes a company’s misuse of customer data, risking their own career.
3. Conflict of Interest

e IT workers must separate personal gains from professional responsibilities.

e Situations where personal interests influence business decisions can lead to unethical

behavior.

Example: An IT consultant is hired to evaluate a company’s IT strategy while also secretly working
for a competitor.

4. Fraud

¢ The use of deception to gain financial or business advantages is a major issue in IT.
e Cyber fraud, and financial fraud are increasing concerns.

Example: A fake IT support company scams users into paying for unnecessary services.
5. Misrepresentation

e Providing incomplete or false information about services, products, or capabilities leads
to broken trust.

Example: A company claims to offer 24/7 customer support but lacks enough staff to fulfill the
promise.

6. Breach of Contract



e Failing to meet the terms of a contract can harm business relationships and lead to legal
action.

Example: An IT firm agrees to deliver software within six months but fails to complete it on time.
7. Bribery

o Offering money or favors to gain unfair advantages in business or government dealings.
Example: An IT company bribes an official to secure a government contract.
Describe the most frequent areas of resume falsehood or exaggeration.

Job seekers sometimes falsify information on their résumés to enhance their chances of securing
a job. The most common areas of résumé falsehood or exaggeration include:

1. Dates of Employment

e Applicants may extend their employment dates to hide gaps in their career history.
Example: Claiming to have worked at a company for three years instead of one to show stability.
2. Job Title

¢ Some candidates inflate their previous job titles to appear more experienced.

Example: Listing "Project Manager" instead of "Project Assistant" to make it seem like they held
a leadership role.

3. Criminal Record

o Job seekers may omit or lie about past criminal offenses, especially if background checks
are not conducted.

Example: A candidate with a history of fraud claims to have a clean record.
4. Inflated Salary

¢ Some applicants exaggerate their previous salary to negotiate a higher offer.
Example: Claiming a previous salary of $80,000 when it was actually $60,000.

5. Education



e Candidates may claim false degrees, alter graduation dates, or list universities they

never attended.

Example: Stating they have an MBA when they only completed a few courses.

6. Professional Licenses & Certifications

e Some job seekers list fake or expired certifications to appear more qualified.

Example: Claiming to be a certified ethical hacker (CEH) without actually passing the exam.

7. Working for a Fictitious Company

e Applicants sometimes invent companies or job roles to cover employment gaps.

Example: Listing a fake company with a friend posing as a reference.

If caught, the candidate may lose the job offer or be terminated later. Legal consequences,
especially for high-level jobs requiring background verification. Damage to professional

reputation, making future employment harder.

What are the differences between bribes and gifts

Bribes

Gifts

lllegal or unethical payment to gain unfair
advantage.

Ethical and voluntary offering to show
appreciation or goodwill.

Given with the intent to get special treatment
or influence a decision.

Given with no expectation of return or favor.

Usually illegal and against professional rules.

Generally legal unless it breaks company
policies.

Often given in secret to hide wrongdoing.

Given openly and transparently.

Given before or during a decision to affect the
outcome.

Given after a deal or on special occasions.

Example: Money paid to win a contract unfairly.

Example: A thank-you gift after successful
project completion.

What are IT professional malpractices? Describe them with suitable examples.

IT professional malpractice refers to unethical, negligent, or illegal actions taken by IT
professionals that cause harm to individuals, businesses, or society. These malpractices can lead
to financial losses, security breaches, or reputational damage.

1. Negligence



e Failing to perform duties that a competent IT professional would reasonably be expected
to carry out.

o Example: A software engineer failing to fix a security vulnerability, leading to a data
breach.

2. Trade Secret Violation
e Unauthorized use or disclosure of confidential business information that provides a
company with a competitive advantage.
o Example: An ex-employee sharing proprietary software code with a competitor.

3. Fraud

¢ Intentional deception to gain financial or personal benefits.
o Example: An IT consultant overbilling a client for services never provided.

4. Misrepresentation
¢ Providing false or misleading information about IT services, products, or skills.
o Example: A software company claiming that its product is fully secure when it has known
vulnerabilities.

5. Breach of Contract

o Failing to fulfill terms agreed upon in a contract.
e Example: An IT firm failing to deliver a promised custom software by the deadline.

6. Conflict of Interest
e When an IT professional’s personal interests interfere with their professional duties.
e Example: An IT consultant recommending a specific vendor because they receive a
commission.
IT professional malpractices can harm businesses, customers, and the industry by compromising
security, trust, and ethical standards. Organizations must enforce strict policies, regular audits,
and professional codes of conduct to prevent such issues.

What are some common ethical issues faced by IT users? Explain with examples

IT users often face several ethical issues in their daily use of technology. Some of the most
common ones are:

1. Software Piracy:



This means using or copying software without buying a proper license. It is illegal and unfair
to software developers who work hard to create it.

Example: Downloading a paid software or game for free from an unauthorized website.
2. Inappropriate Use of Computing Resources:

This includes using office or school computers and internet for personal or non-work-related
purposes. It wastes time and resources.

Example: Watching movies or playing games during office hours using company computers.
3. Inappropriate Sharing of Information:

Sharing private, sensitive, or confidential data without permission is unethical. It can cause
serious harm to people or organizations.

Example: A student sharing another student's personal project without their consent.

Chapter 3

What do you mean by organizational structure? Mention the different key elements of
organizational structure.

Organizational Structure refers to the way in which job tasks are formally divided, grouped, and
coordinated within an organization. It defines how activities such as task allocation, supervision,
and coordination are directed toward achieving organizational goals.

The key elements of organizational structure are:

1. Work Specialization

Work specialization refers to the degree to which tasks in the organization are subdivided into
separate jobs. It is also called division of labor.
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Departmentalization: Grouping jobs by function, product, geography, process, or
customer.

Authority: The right of managers to give orders and expect them to be followed.

Chain of Command: Clear line of authority from top to bottom showing who reports to
whom.

Unity of Command: Each employee should report to only one manager to avoid
confusion.

Span of Control: Number of employees a manager can effectively supervise; wider
spans increase efficiency.

Centralization: The degree to which decision making is concentrated at a single point in
the organization.

Decentralization: The degree to which decision making is spread throughout the
organization.

Formalization: The degree to which jobs within the organization are standardized.

Describe the three common organization designs.

The three common types of organization designs are:

1. Simple Structure

A structure characterized by a low degree of departmentalization, wide spans of control,
authority centralized in a single person, and little formalization.

Features:
o Minimal hierarchy.
o Few rules and regulations.
o Decision-making remains in the hands of one person or a small group.
o Best suited for small organizations or startups.

2. Bureaucracy



A structure characterized by high specialization, strict formal rules, functional
departmentalization, centralized authority, decision-making through a clear chain of command,
and narrow spans of control.

e Advantages:

o Cost-efficient due to specialization.
o Clear communication within departments.
o Centralized decision-making ensures consistency.

o Disadvantages
o Sub-unit goals may conflict with overall organizational goals.
o Too many rules reduce flexibility.
o Employees have limited problem-solving freedom.

3. Matrix Structure

A structure that creates dual lines of authority and combines functional and product
departmentalization.

e Features:
o Gains the advantages of both functional and product departmentalization while
minimizing their weaknesses.
o It breaks the traditional unity of command, as employees report to two managers
(functional and product).
o Helps coordinate complex activities across departments.

Differentiate between the Mechanistic Model and the Organic Model of organizational structure.

Mechanistic Model

A structure characterized by extensive departmentalization, high formalization, a limited
information network, and centralized decision-making.

e Features:
o High specialization.
Rigid departmentalization.
Clear chain of command.
Narrow spans of control.
Centralization of authority.
High formalization with strict rules and procedures.

o O O O O



Organic Model

A structure that is flat, uses cross-hierarchical and cross-functional teams, has low formalization,
a comprehensive information network, and relies on decentralized decision-making.

e Features:
o Cross-functional teams.
Cross-hierarchical teams.
Free flow of information.
Wide spans of control.
Decentralization of authority.
Low formalization with flexible rules and procedures.

o O O O O

Why do organizational structures differ? Explain

Organizational structures differ based on several factors:

1. Strategy

Different strategies require different structural designs:
¢ Innovation: Needs flexibility and decentralized decisions (organic structure).
e Cost Minimization: Requires tight control and formal rules (mechanistic structure).
¢ Imitation: Uses a mix of both structures.

2. Size

As organizations grow:

e They become more mechanistic.
e There is more specialization, hierarchy, and formal rules.

3. Technology
The nature of work also affects structure:

e Routine Technology: Repetitive tasks - need centralized, formal structure.
e Non-Routine Technology: Complex tasks - need decentralized, flexible structure.

4. Environment
External conditions shape structure based on:

o Capacity: Ability to support growth.
o Volatility: Stability vs. unpredictability.



Complexity: Variety of external factors.

Why is the concept of "Bureaucracy is Dead" debated, and what are the characteristics and

reasons for its survival?

The idea that "Bureaucracy is Dead" suggests that bureaucratic structures are outdated and
inefficient in today’s fast-paced, dynamic environments. However, bureaucracy still persists in
some organizations due to its inherent characteristics.

Characteristics
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— Specialization

— Formalization

— Departmentalization

— Centralization

— Narrow spans of control

— Adherence to a chain of command

Despite the criticism of bureaucracy, it continues to be relevant in certain contexts due to the

following reasons:

Big organizations need bureaucracy to manage complexity and maintain order.
Bureaucratic systems can help manage uncertainty and instability.
Standardization achieved through hiring people who have undergone extensive
educational training

Chapter 4

Briefly describe seven leadership traits.

Seven Leadership Traits are given below:

Drive: Leaders show strong effort, ambition, energy, persistence, and take initiative in
their actions.

Desire to Lead: Leaders have a strong willingness to influence others and are ready to
take responsibility.

Honesty and Integrity: Leaders build trust by being honest, truthful, and keeping
consistency between their words and actions.

Self-Confidence: Leaders show confidence and certainty in their decisions, which helps
followers trust them.

Intelligence: Leaders are able to gather, understand, and analyze large amounts of
information to make good decisions and solve problems.



6. Job-Relevant Knowledge: Leaders have deep knowledge about the company, industry,
and technical matters, allowing them to make better decisions.

7. Extraversion: Leaders are energetic, sociable, assertive, and active in communicating with
others.

What is the difference between leadership and management?

o Leadership is the ability to influence, inspire, and guide people to achieve goals willingly.
e Management is the process of planning, organizing, and controlling people and
resources using formal authority.

Key Difference:

¢ Leadership focuses on motivation and vision, while management focuses on structure
and execution.
¢ Leaders create change, managers maintain order.

What are the three leadership styles? Which style led to higher employee satisfaction?
According to Kurt Lewin's University of lowa Studies, the three leadership styles are:

1. Autocratic Style: The leader makes decisions alone with little or no input from employees.

2. Democratic Style: The leader involves employees in decision-making and values their
feedback.

3. Laissez-faire Style: The leader gives full freedom to the group to make decisions on their
own.

There was no one best style for performance, but employee satisfaction was higher under the
democratic leadership style compared to the autocratic style.

What are the two leadership behaviors? Which behavior is linked to higher productivity and job
satisfaction?

The University of Michigan Studies identified two types of leadership behaviors:
1. Employee-Oriented Behavior: Focuses on building good personal relationships with
employees, showing concern for their needs and well-being.
2. Production-Oriented Behavior: Focuses mainly on completing tasks and achieving work

goals, with less attention to employee relationships.

Leaders who show employee-oriented behavior are linked to higher group productivity and
greater job satisfaction.

Briefly explain five contemporary leadership theories.



Five Contemporary Leadership Theories:
1. Transactional Leadership:

e Transactional leaders guide or motivate their followers by setting clear goals and
explaining tasks.
e They focus on achieving established targets by clarifying roles and responsibilities.

2. Transformational Leadership:
e Transformational leaders inspire followers to go beyond their own self-interest for the
good of the organization.
e They motivate people to achieve more by focusing on a bigger purpose.
3. Charismatic Leadership:
e Charismatic leaders are passionate and confident. Their strong personality and actions
influence others.

e They have a clear vision, communicate it well, take risks, and understand the needs of
their followers.

4. Visionary Leadership:
e Visionary leaders create and share a clear, realistic, and attractive future vision.
e They not only explain their vision through words but also through their actions,
helping others to believe and work towards it.
5. Team Leadership:
e Team leaders work by sharing information, trusting team members, and knowing
when to step in.
e They manages team boundaries, solving problems, training, and improving
communication inside the team.
What are the different types of managing power? Briefly describe them.
Different Types of Managing Power:

1. Legitimate Power:

This power comes from the leader’s official position or title in the organization. People follow
because they believe the leader has the right to make requests.

2. Coercive Power:



This is the power to punish or control others. Leaders use this power by giving punishments
or negative consequences to influence behavior.

3. Reward Power:

This power comes from the ability to give rewards, such as promotions, salary increases, or
praise, to motivate followers.

4. Expert Power:

Expert power is based on the leader’s knowledge, skills, or expertise. Followers trust and
follow the leader because they believe in their abilities.

5. Referent Power:

This power comes from being admired or respected. Followers are influenced because they
like, admire, or want to be like the leader.

Chapter 5 (Human Resource Management)
What is Human Resource Management (HRM)? Explain the HRM processes.

Human Resource Management (HRM) is the process of acquiring, training, appraising, and
compensating employees, as well as managing their labor relations, ensuring workplace health
and safety, and addressing fairness and fairness concerns. It focuses on building an efficient and
satisfied workforce to help the organization achieve its goals.

Faimess Training

Labor Relations Compensation



HRM Processes:

1. Acquisition: Hiring the right people by planning, job analysis, and recruitment.

2. Training: Providing training to improve employee skills and performance.

3. Appraisal: Reviewing employee performance to find strengths and areas to improve.

4. Compensation: Offering fair salaries, bonuses, and benefits to motivate employees.

5. Labor Relations: Managing employee relationships, solving disputes, and working with
unions.

6. Health and Safety: Ensuring a safe and healthy work environment for all employees.

7. Fairness: Treating all employees equally and promoting diversity and inclusion.

What are the Personnel Aspects of a Manager’s Job?

The Personnel Aspects of a manager’s job refer to the tasks and responsibilities related to
managing people effectively within the organization.

The main personnel aspects of a manager’s job are:

1. Conducting job analyses to understand job roles.
2. Planning labor needs and recruiting candidates.
3. Selecting the right candidates for the job.

4. Training and orienting new employees.

5. Managing salaries, incentives, and benefits.

6. Appraising employee performance regularly.

7. Communicating effectively with staff.

8. Developing future managers through training.

9. Building employee commitment and engagement.

What are the Personnel Mistakes a Manager Can Make?

Managers play a crucial role in managing people effectively. However, poor decisions or lack of
attention to HR responsibilities can lead to common personnel mistakes, such as:

1. Wasting time with poor interviews.

2. Hiring the wrong person for the job.



Not providing proper training.
Employees not performing at their best.
Creating unfair salary differences.
Having high employee turnover.
Committing unfair labor practices.

Facing legal issues due to discrimination.
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Getting cited by OSHA for unsafe practices.

What is the difference between Line and Staff Managers in Human Resource Management
(HRM)?

¢ Line Manager:

Directly supervises employees and makes decisions related to hiring, performance, and daily
tasks to meet organizational goals.

o Staff Manager:

Advises and supports line managers by coordinating HR functions and ensuring HR policies
and legal rules are followed.

What are the Line Managers’ HRM Responsibilities?

Line Managers have several important Human Resource Management (HRM) responsibilities,
including:

Placing the right person in the right job.

Giving orientation to new employees.

Explaining company policies to employees.
Training employees for current or new roles.
Improving employee job performance.

Developing employee skills and potential.
Controlling labor costs.

Building teamwork and good working relationships.
Maintaining morale in the department.

10 Ensuring employee health and safety.
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Briefly explain Human Resource Specialties.:
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Human Resource Specialties are specific roles in the HR department, each focusing on a key area
of employee management:

Recruiter: Attracts and selects the right job candidates.

EEO Coordinator: Ensures the company follows equal opportunity laws.
Job Analyst: Prepares job descriptions by studying job roles.
Compensation Manager: Manages pay structures and benefits.
Training Specialist: Plans employee training and development.

Labor Relations Specialist: Manages relationships with labor unions.
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What are the important trends in Human Resource Management (HRM)?

' High-Performance

Strategic
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‘ Resource : g
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Important trends in Human Resource Management (HRM) include:

1. The New HR Managers: HR managers now focus more on strategic goals and improving
services like hiring and payroll.



High-Performance Work Systems: Aim to boost productivity through better hiring,
training, fair pay, and safer workplaces.

Managing Ethics: HR ensures ethical behavior by addressing issues like safety, privacy,
employee theft, and equal rights.

HR Certification: HR is becoming more professional with certifications like SPHR, PHR, and
GPHR offered by SHRM.

Evidence-Based HRM: Involves making HR decisions using data, facts, and research.
Strategic HRM: Aligns HR policies with company goals to build the right employee skills
and behaviors.



