* Payment of Gratuity Act 1972,

* Employees’ Provident Fund and Miscellaneous PromsiAct 1952;
» Payment of Bonus Act, 1965.

* Employees Compensation Act in 2013

NO PRACTICAL COMPONENT

RECOMMENDED BOOKS:
» Labor Laws for Managers, BD Singh, Excel Books,200
Industrial Relations and Labor laws, SC Srivat®th,Edition, Vikas Publications.
Elements of Mercantile Law - N. D Kapoor, Sultana@ti, 2004.
Industrial Relations and Labour Legislations, Rig@tiosh &ShefaliNandan, TMH.
Labor Industrial Laws, Dr. V. G. Goswami, Eighthitah, Central Law Agency, Allahabad

REFERENCE BOOKS:
* Industrial Relations, Trade Unions &Labour Legiglat P R N Sinha et al, Pearson
Education, 2004.

» Bare Acts
* Industrial Relations and labor laws, ArunMonappanjeetNambudiri, PatturajuSelvaraj,
TMH, 1997.

* Industrial relations, trade unions and labor legishs, P R N Sinha, InduBala Sinha, Seema
PriyadarshiniShekar, Pearson Education, 2013.

RECRUITMENT & SELECTION

Subject Code : 16 MBA HR302 IA Marks : 20
Number of Lecture Hours/Week : 03 Exam Hours:03
Number of Lecture Hours : 56 Exam Marks: 80
Practical Component : 02 Hours/ Week

Course Obijectives:

To understand and apply the policies and procedofreecruitment

» To provide a conceptual framework of Selectioadedure in the Industry.

» To understand the new concepts and techniquescnfitment and Selection in the
Corporate.

Course Outcomes:
The students should be able to
» Learn the various recruitment policies and proceslur
» Equip with conceptual framework of selection praoed.
» Gain insights of the latest concepts and technigsed in recruitment and selection.

Unit 1. (6 Hours)

Job Analysis: Meaning, definition and purpose. Methods of joblgsia: job analysis interviews, job
analysis questionnaire, task analysis inventorysitpm analysis questionnaire, subject expert
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workshops, critical incident technique, Fleisclungb analysis survey, functional job analysis, job
element method, repertory grid, critical incidesttinique

Unit 2: (9 Hours)

Hiring Process & Hiring decision: Nature of hiring: regular, temporary, full time, rpdime,
apprentice, contractual, and outsourcing, Existiogt or new post to be created, Need analysis, cost
analysis and job analysis.

Unit 3: (7 Hours)

Hiring internally: Meaning and definition of internal recruitment, Adhtages and disadvantages in
terms of cost, time, quality and suitability. Sascof internal recruitment: - circulars, intranet
advertisements, employee referrals, Appointmentpomotion, Policy guidelines and union
settlements.

Unit 4: (10 Hours)

External Hiring: Meaning and definition of external recruitment. 8®s$ of recruitment:-
advertisement, in newspaper, TV/Radio, Internegrade on the internet, wanted signboards,
consultants, employment exchange, campus recruifmemployee referrals and unsolicited
applications. Advantages and disadvantages oftibeeasources in terms of cost, time, convenience,
reach of the targeted population, and quality @liapnt pool.

Job advertisement: drafting, size and contents. Contents of publid@enecruitment: single or
multiple sources and choosing the best source

Unit 5: (8 Hours)
Screening the candidatesApplication Forms: bio-data / resume / curriculuitag and Weighted
application blanks: meaning definition, purposejaaddages and disadvantages — taking a Behavioral
approach to recruitment: spotting personality pagemaking basic assumptions, Predicting the
future, strategy Vs. Technique, Pinning down whsahéeded: targeted interviewing, focusing on
behavior, assessing how person performs, assunhieg have been hired. — Identifying the
ingredients of success: the winning candidate’$ilprahallenges in the Interview, the startingrgoi
day to day execution, dealing with people, the inperson, additional characteristics. Studying the
Cv.

Unit 6: (16 Hours)
Testing,Reference checking & Appointment ordersMeaning, definition, purpose, advantages and
disadvantages, Ability tests clerical ability testechanical ability test, mental ability test, plogs
ability test, personality assessment test, typ@sg, shorthand test, computer proficiency test
Interviewing: Planning the interview, Interview pess - Interview in public sector undertaking.
Statutory requirements.

Reference checking: meaning, definition and purpose. Verification of aghcter, criminal
antecedents, previous work behavior and educatwsalifigations. Verification of community
certificates in public sector companies.

Appointment orders: Meaning, definition, and purpose. Contents of appeent letter, hard copy
(or soft copy),

Practical Components:

» Students need to identify two jobs in the collegel meed to do job analysis for those
positions using any of the job analysis methods.
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* In teams students can be asked to give presergagibout various types of jolfeegular,
temporary, full time, part time, apprentice, cootual, and outsourcing) in different
industries along with its advantages and disadgasta

* In Teams, select and analyze any two of the Jobingssadvertisements in Newspapers to
know more about job description and job specifaratmentioned in each advertisement for
every post.

» Obtain online access to the resume data base driNaum or Monsterindia.com for a week
give at least four Job Descriptions and specificatp each student, to search and download
from the data base at least five resumes for easttigns.

e Students can identify 4 or 5 jobs of their inter@stl can create Advertisements for the same
imaging that they are Proprietors of the compaareshiring for these positions.

» Debate on Advantages and disadvantages of hiritegreat and Internal for the selected jobs
like

» Police Constable, Doctor, CEO, Mechanical EnginBesfessor etc.,

* Role play: Students can do the role play for thi&remprocess of hiring and selecting 3 or 4
selected roles in a specific industry.

RECOMMENDED BOOKS:

* Human Resource Selection, Robert D. Gatewood ameti. I, South western Cengage
Learning, Mason, Ohio, 2001.

* Recruitment and Selection -Theory and Practicea®kumar Bhattacharya Cengage
Learning.

» Staffing Organization, Herbert G. Heneman lll, TtmpA. Judge, #Edition, McGraw Hill
International.

* Recruitment and Selection, Elearn, Revised Edifoytledge, 2009.

* Online Recruiting and Selection: Innovations inerdlAcquisition, Douglas H. Reynolds,
John A. Weiner, John Wiley & Sons, 2009.

» Effective Recruitment and Selection Practices, RCampton, William J. Morrissey, Alan R.
Nankervis, Bill Morrissey, CCH Australia Limited0@9.

REFERENCE BOOKS:
* Employee Selection, Lilly M Berry, 1 edition, Cemygalearning, 2002.
» Hiring & keeping the best people, HBS Press, 208BN: 1422131785, 9781422131787
« Human Resource Planning, Dipak Kumar Bhattachari/adition, Excel Books, 2009,
ISBN: 8174464980, 9788174464989
» High performance hiring by Robert W. Wendover, @ifsiblication, California, 1991.

*k%x

COMPENSATION AND BENEFITS

Subject Code : 16MBAR303 IA Marks : 20
No. of Lecture Hours / Week 103 Exam Hour93:
Total Number of Lecture Hours : 56 Exam Marks0
Practical Component : 02 Hours / Week

Course Obijectives
*» To know the theoretical and practical developraémthe area of compensation and benefits.
 To discuss the strategic importance of compemsdtir the achievement of organizational goals.
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