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PREVIOUS YEAR QUESTIONS
STAFFING
Q.1 How does Staffing help to ensure higher performance of employees?
Ans. Staffing ensures higher performance of employees by putting right person at right job. 
Q.2 How does Staffing helps to ensure optimum utilisation of human resources?
Ans. Staffing helps to ensure optimum utilisation of human resources by avoiding over-staffing and under-staffing.
Q.3 How does Staffing help to improve job satisfaction and morale of employees?
Ans. Staffing improves job satisfaction and morale of the employees through objective assessment and fair reward of their contribution. 
Q.4 ‘Recruitment’ is one of the specialised activity performed by human resources management. Mention any two other specialised activities of human resource management.
Ans. (a) Developing compensation and incentive plans
         (b) Handling grievances and Complaints.
Q.5 Define ‘Workforce Analysis’.
Ans. Workforce Analysis is an assessment of the number and types of human resources available for the performance of various jobs and accomplishment of organisational objectives.
Q.6 Define ‘Selection’.
Ans. Selection is defined as the process of choosing from among the pool of prospective job candidates developed at the stage of recruitment.
Q.7 Why employees become lethargic when the organisation uses internal sources of recruitment? State.
Ans. Employees become lethargic when the organisation uses internal sources of recruitment as they are sure of time-bound promotions. 
Q.8 Why is ‘Aptitude test’ conducted in the process of selection?
Ans. Aptitude test is conducted to determine the applicant’s capacity to learn new skills for doing a job well in future.  
Q.9 Differentiate between an ‘Aptitude test’ and a ‘Personality test’.
Ans. Aptitude Test is a measure of individuals potential for learning new skills. Personality Test provides clues to a person’s emotions, reactions, maturity, value system etc.
Q.10 Why is ‘Employment interview’ conducted in the process of selection?
Ans. Employment interview is conducted to evaluate the applicant’s suitability for the job.
Q.11 Name the method of training suitable for Plumbers, electricians or iron workers.
Ans. Apprenticeship Training (on-the-job method)
Q.12 Name the functions of management that recognises the importance of the every single person employed by an organisation.
Ans. Staffing
Q.13 State the meaning of placements.
Ans. Placement refers to the employee occupying the position or post for which he/she has been selected. 
Q.14 What is ‘Performance Appraisal’?
Ans. Performance Appraisal means evaluating an employee’s current and/ or past performance as against certain pre-determined standards.
Q.15 State the meaning of staffing. Why is staffing a continuous process in an existing enterprise?
Ans. Staffing simply mean ‘finding the right people for the right job.’ It includes human resource planning, recruitment, selection, training, development, promotion, compensation and performance appraisal of workforce.
In an existing enterprise, staffing is a continuous process because new jobs may be created and some of the existing employees may leave the organisation. 
Q.16 Name and define the process that helps in choosing the best person out of a number of prospective candidates for a job. 
Ans. Selection: Selection is the process of choosing from among the pool of prospective job candidates developed at the stage of recruitment. 
Q.17 State any four points of importance of staffing function of management.
				OR
Which function of management helps in obtaining right people and putting them on the right jobs? Explain any five points of importance of this functions.
				OR
Why is staffing considered an important function of management in all types of organisations? State any three reasons.
Ans. Importance of staffing 
(a) It helps in discovering and obtaining competent personnel for various jobs. 
(b) It results in improved performance by putting right person on the right job.
(c) It ensures continuous survival and growth of the enterprise through the succession planning for managers.
(d) It ensures optimum utilization of human resources. It avoids disruption of work by indicating in advance the shortage of personnel. 
(e) It improves job satisfaction and morale of employees through objective assessment and fair reward for their contribution.
Q.18 Explain briefly 'transfers' and 'promotions' as internal sources of recruitment.
Ans. Transfers:
· Transfers involve shifting of an employee from one job to another, one department to another or from one shift to another, without a substantive change in the responsibilities and status of the employee. 
· It may lead to changes in duties and responsibilities, working conditions, etc., but not necessarily salary.
Promotions:
· Promotion involve shifting an employee to a higher position, carrying higher responsibilities, facilities, status and pay. 
· This practice helps to improve the motivation and increases loyalty and satisfaction level of employees.
Q.19 State the merits of internal sources of recruitment.
OR
Define recruitment. State any five merits of internal source of recruitment.
OR
"Internal sources of recruitment are better than external sources of recruitment." Explain any five reasons in support of this statement.
Ans Recruitment is the process of searching for prospective employees and stimulating or encouraging them to apply for jobs in the organisation.
Merits of internal sources of recruitment:
1) Motivates employees as promotion at a higher level may lead to a chain of promotions at lower levels in the organisation.
2) Simplifies the process of selection as the candidates are already known to the organisation. 
3) No need for induction training as the employees are already familiar with the organisation.
4) Helps in adjustment of surplus staff in those departments where there is shortage of staff.
5) Economical source of recruitment.
Q.20 State any four limitations of using internal sources of recruitment.
OR
What is meant by 'Recruitment? State any five limitations of internal source of recruitment. 
Ans. Limitations of internal sources of recruitment:
(a) It reduces the scope for induction of fresh talent by stopping infusion of new blood into the organisation.
(b) The employees may become lethargic if they are sure of time bound promotions.
(c) A new enterprise cannot use internal sources of recruitment. Also, all vacancies in any organisation cannot be filled through internal sources.
(d) It hampers the spirit of competition among the employees.
(e) Frequent transfers may reduce productivity.
Q.21 State any three merits of external sources of recruitment.
			        OR
State with reasons why external sources of recruitment are better than internal sources.
         OR
"External sources of recruitment are better than internal sources of recruitment." How? Explain by giving any four reasons in support of your answer.
Ans. Merits of external sources of recruitment
(i) The management can attract qualified and trained people to apply for vacant jobs in the organisation.
(ii) The management has a wider choice while selecting the right candidates.
(iii) External sources bring fresh talent in the organisation. 
(iv) External sources encourage competitive spirit among the existing staff.
Q.22 State any three limitations of external sources of recruitment. 
Ans. Limitations of external sources of recruitment
(1) May lead to dissatisfaction among the existing staff as it reduces their chances of promotion. 
(2) It is a lengthy process as the business has to notify vacancies and wait for applications to initiate the selection process.
(3) It is a very costly process as a lot of money has to be spent on advertisement and processing of applications.
Q.23 Despite internal sources of recruitment being economical why do companies not always use this source?
Ans. The companies do not always use internal sources of recruitment despite of them being economical because of the following reasons:
(i) It is an incomplete source as no organisation can fill all its vacancies from internal sources. 
(ii) The employees may become lethargic if they are sure of time bound promotions.
(iii) Spirit of competition among the employees may be hampered. 
(iv) Frequent transfers of employees may often reduce the productivity of the organisation.
(v) Complete reliance on internal recruitment involves danger of ‘inbreeding' by “stopping infusion of new blood into the organisation."
Q.24 State any four benefits of training to employees.
OR
Why is training important for the employees? State any three reasons.
Ans. Benefits of training to employees are: 
(1) It helps in career growth due to improved skills and knowledge.
(2) It helps them to earn more due to improved performance. 
(3) It reduces accidents as the employees are more efficient to handle machines.
(4) It increases the morale of the employees as the employees are more satisfied.
Q.25 How is training of employees beneficial for the organisation? State by giving any four reasons.
OR
Why is training important for an organisation? State any three reasons. 
Ans. It avoids wastage of efforts and money as training is systematic learning, better than hit and trial methods. 
1.  It enhances employee productivity both in terms of quantity and quality leading to higher profits.
2. It equips the future manager to take over in an emergency.
3. It reduces employees' turnover as it increases employee morale and reduces absenteeism.
4. It helps in obtaining effective response in a fast-changing environment.
Q.26 Define Training. Explain the following methods of training:
(1) Induction Training. 
(2) Vestibule Training:
(3) Apprenticeship Training; and
(4) Internship Training,
Ans. Training is the process by which the aptitudes, skills and abilities of the employees to perform specific jobs are improved.
 (1) Induction Training
· It is a type of training given to help the new employee in settling down quickly into the job by becoming familiar with the people, the surroundings, the job and the business.
(ii) Vestibule Training
· Vestibule Training is a method of training which is imparted with the help of equipment & machine identical to those at the place of work.
· The training is conducted away from actual work floor and is generally used where the employees are required to handle sophisticated machinery.
(iii) Apprenticeship Training
· Apprenticeship Training is a method of training in which the trainee is kept under guidance of a master worker for a prescribed period of time.
· It is designed to acquire a higher level of skill; so, people who want to enter skilled trades e.g., plumbers & electricians are often required to undergo such programme. 
(iv) Internship Training
· Internship Training is a joint programme of training between educational institutions and business firms
· Besides carrying out regular studies, the trainees also work in some factory or office to acquire practical knowledge and skills.
Q.27 Biru Nandan, Chairman of Lalit group of companies founded 'Biru University’ for undergraduate and postgraduate courses in diverse disciplines. The Information Technology department of the Lalit Power Ltd, had few vacancies related to Cyber security. The Human Resource Department of the Company decided to recruit fresh engineering graduates from ‘Biru University' for the same. Identify the type of source of recruitment.
Ans. External sources of recruitment/Campus recruitment.
Q.28 Mayank, the director of a company, is planning to manufacture stuffed toys for utilising waste material of one of his garments factories. He decided that this manufacturing unit will be set up in a rural area so that people living in rural areas can have job opportunities. For this he selected Arbaaz, Kriti, Lata and Ritik as heads of Sales, Accounts, Purchase and Production departments respectively. They were differently abled but intelligent and creative persons in designing. 
State the next three steps Mayank has to follow in the staffing process after selecting heads of different departments. 
Ans. The next three steps that Mayank has to follow in the staffing process after selecting heads of different departments are:
(a) Placement and orientation
Placement refers to occupying of position by the employee for which he has been selected. Orientation refers to introducing the selected employee to other employees and familiarising him with the rules and policies of the organisation. 
(b) Training and development
Training is the process of increasing knowledge and skills to perform specific jobs. 
Development is the process of enabling the overall growth of the employees. 
(c) Performance Appraisal 
Performance Appraisal means evaluating an employee's current and /or past performance as against certain pre-determined standards.
Q.29 Ganesh was concerned about the sedentary lifestyle people are leading nowadays. Their dependency on outside food is also increasing because corporate work culture demands working till late night at offices. So, he decided to start a restaurant, Healthy Eating Point to provide healthy food options to customers. After completing planning and organising functions, he identified the various job positions that are required to be filled i.e. a General Manager, an Accountant, two Chefs, two boys for serving the food in the restaurant and three boys for home delivery of food. He decided that his father. Karan, would be the General Manager of the restaurant. He would be paid Rs 50,000 per month for his services. His father requested him to appoint his friend's son, Prem as an accountant who is well qualified for this post. Ganesh agreed to this proposal. Earlier, Prem had a business of providing unskilled workers to different organisations from remote areas of the country. Prem took permission from Ganesh to continue with the old business. Ganesh happily agreed and asked him to provide five boys for serving and delivering the food. For the appointment of the two Chefs, Ganesh approached a renowned Hotel Management Institute and was satisfied with the Chefs provided by the institute.
(a) Quoting the lines from the above paragraph, explain the two sources of recruitment being used by Ganesh for filling up the various job positions.
(b) Also, give the meaning of the function of management discussed in the above case.
Ans. Sources of recruitment being used by Ganesh for filling up the various job positions are: (Any two)
(1) Recommendation of employees
"His father requested him to appoint his friend's son, Prem as an accountant who is well qualified for this post.
In this source of recruitment, applicants are introduced by present employees or their friends and relatives. Such employees are likely to be good employees as their background is sufficiently known. (2) Labour Contractors.
“Earlier, Prem had a business of providing unskilled workers to different organisations from remote areas of the country."
It is a source of recruitment in which the labour contractor maintains a close contact with the labourers and can provide the required number of unskilled workers at short notice.
(3) Campus Recruitment. 
“For the appointment of the two Chefs, Ganesh approached a renowned Hotel Management Institute and was satisfied with the Chefs provided by the institute."
It is a source of recruitment in which organisations maintain a close liaison with educational institutions like universities, vocational schools and management institutes to recruit qualified personnel for technical, professional and managerial jobs.
b) The function of management discussed  above is Staffing which means filling and keeping filled the positions in the organisation structure.
Q.30 Xeno Ltd. is a global information technology consulting company with 45,000 employees serving over 600 clients in 23 countries. Its Chief Executive Officer, Mr Neil Suman guided the company through two decades of diversification and growth to emerge as one of the leading Indian companies in the software industry. The company has set standards in ensuring the best training opportunities for its employees.
The Project Guidance Program is a 52 day structured training program offered to all recruits of varied backgrounds to be trained on essential behavioural and technical skills that prepares them to work in live customer projects.
These recruits are hired from universities and management institutes for technical, professional as well as managerial jobs. It is to help the new employees in settling down quickly into the job by becoming familiar with the people, the surroundings, the job and the business.
(a) Identify the external sources of recruitment used by the company to hire new employees. 
(b) Explain the method of training used by the company to train employees selected by the source of recruitment identified in part (a).
(c) State two ways in which the Project Guidance Program can benefit Xeno Ltd.
Ans. (a) Campus Recruitment. 
(b) Induction Training 
It is a type of training given to help the new employee in settling down quickly into the job by becoming familiar with the people, the surroundings, the job and the business.
(c) Ways in which Project Guidance Program can benefit Xeno Ltd.: (Any two) 
(1) Avoiding wastage of efforts and money as training is systematic learning, better than hit and trial methods.  
(2) Enhancing employee productivity both in terms of quantity and quality leading to high profits.
(3) Equipping the future manager to take over in an emergency.
(4) Reducing employees' turnover as it increases employee morale and reduces absenteeism 
(5) Helping the organisation in obtaining effective response in a fast changing environment
Q.31 The workers of Vyam Ltd.' are unable to work on new and hi-tech machines imported by the company to fulfill the increased demand. Therefore, the workers are seeking extra guidance from the supervisor. The supervisor is overburdened with the frequent calls of workers. Suggest how the supervisor, by increasing the skills and knowledge of workers, can make them handle their work independently? Also state any three benefits that the workers will derive by the decision of the supervisor. 
Ans. Training of employees/Vestibule training/Off the job training,
Benefits the workers will derive by the decision of the supervisor: (any three)
(a) It helps in promotion and career growth due to improved skills and knowledge.
(b) It helps them to earn more due to improved performance.
(c) It reduces accidents as the employees are more efficient to handle machines. 
(d) It increases the morale of the employees as the employees are more satisfied.
Q.32 "Newrange' is a chain of departmental stores in India with 56 outlets. It sells the best products at the lowest price. The Human Resource department takes care to select, train, motivate and retain the employees. Currently, it has 170 full time employees and 30 part time employees. 
For top-level management, employees are recruited through private consultants. These professional recruiters can entice the needed top executives from other companies by making the right offers Employees appointed at the entry level are recruited through walk-in. For that, a notice is placed on the notice board specifying the details of the jobs available. 'Newrange' also encourages present employees or their friends and relatives to refer candidates. They also visit some of the reputed educational institutions to hire some of the most talented and promising students as its employees. "Newrange shifts workforce from surplus departments to those where there is shortage of staff instead of laying them off.
Explain the various internal and external sources of recruitment used by Newrange to recruit its employees.
Ans. Sources of recruitment used by ‘Newrange’:
(i) Internal-Transfers
(ii) External-
· Placement Agencies and management Consultants 
· Direct recruitment 
· Recommendations of Employees 
· Campus recruitment 
Q.33 Entertainment India Ltd has been incorporated with the objective of entertaining people by organising festival, programmes and other similar events depicting the rich cultural heritage of the country. The company management has renowned personalities from the field of art, literature and culture. They decided to give a platform to young budding musicians, poets and artists. The company decided its organisations structure by grouping similar jobs together. Thereafter, the heads of different departments were also appointed. Nisha, one of the heads, did an analysis of the number, type and qualification necessary for people to be appointed. The information generated in the process of writing the job description and the candidate profile was used to develop 'Situations vacant’ advertisement. This was published in print media and flashed in electronic media. This brought in a flood of response. Explain the other steps which Nisha has to perform to complete the process being discussed above.
Ans. Other steps which Nisha has to perform to complete the process being discussed above are:
(1) Selection.
(2) Placement and Orientation
(3) Training and Development
(4) Performance Appraisal
(5) Promotion and career planning
(6) Compensation
Q.34 Sahil, the director of a garment company, is planning to manufacture bags for the utilisation of waste material of one of his garment units. He decided that this manufacturing unit will be set up in a rural area of Odisha where people have very less job opportunities and labour is available at very low rate.  He also thought of giving equal opportunities to men and women.
For this he selected S. Chatterjee, Inderjeet Kaur, Aslam and Sarabjeet as heads of Sales, Accounts, Purchase and Production departments.
Identify and state the next two steps that Sahil has to follow in the staffing process after selecting the above heads. 
Ans. The next two steps that Sahil has to follow in the staffing process are: (Explain)
(a) Placement and Orientation or Induction. 
(b) Training and Development. 
Q.35 Ashutosh is working with ABC Housekeeping Services Ltd. He is also recruiting housekeeping staff for the company. The company provides housekeeping services in Delhi/NCR to various companies at short notice. The staff is recruited on a temporary basis. The staff provides by the company is known for its trustworthiness and regularity. Ashutosh is famous in his town for providing employment to untrained people. 
(a) Identify the source of recruitment used by ABC Housekeeping Services Ltd.
(b) State any one advantage and disadvantage of this source of recruitment. 
Ans. (a) External Source of Recruitment labour contractor.
(b) Advantage: 
· Wider choice.
Disadvantage: 
· Lengthy process.
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