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Q.1 Explain
(a)line and staff function

Ans: line function: the line function is a hierarchy in which the departments are revenue generators
(manufacturing, selling), and their managers are responsible for achieving the organization's main
objectives by executing the key functions (such as policy making, target setting, decision making);

staff function: the staff function is hierarchy, in which the departments are revenue consumers, and their
managers are responsible for activities that support line functions (such as accounting, maintenance,
personnel management).

The power and authority of decision-making are different for line and staff managers. Line managers
usually have final authority to make executive decisions in the company and to direct the activities of
personnel involved in producing and selling. On the other hand, the authority of staff managers is
limited to supervising the activities of other staff personnel and advising line managers. Staff managers
are subordinate to the actions of line managers.

Conflict between line and staff workers is common. Line employees are usually older and have more
experience than staff employees, who are typically younger and better educated with college degrees.
Line workers may believe that staff workers are meddlesome, arrogant and do not have enough field
experience in the activities needed to achieve the goals of the company. Staff workers may say line
workers ignore their advice and sometimes even avoid being around them.

Difference between line and staff function

Line function Staff function

Line positions have the responsibility and authority | The primary purpose of staff positions is to provide
for achieving the major goals of the corporation. assistance and specialized advice and expertise to
Typically, these goals are targets for revenues and | line positions. Staff functions include human
profits. Line employees are directly involved in the | resources, maintenance, legal, accounting and
daily operations of a business by selling or public relations. Staff positions can be further
producing a product or service. These positions defined as technical or support people. Examples
include production, marketing and sales. They are | of technical positions are accountants and

the primary activities of a company and are engineers. Support staff positions are clerks,
essential to the basic operations of a business. secretaries and data processors. Staff employees
Because of the importance of producing and are not directly involved in producing and selling
selling, managers of line positions have the activities.

responsibility for making most of the decisions of a

company.




(b) significance of HRM for an organization

Ans: Human Resource Management deals with issues related to compensation, performance
management, organisation development, safety, wellness, benefits, employee motivation, training and
others. HRM plays a strategic role in managing people and the workplace culture and environment. This
is a vital aspect of HRM because the performance of an individual in an organisation is largely driven by
the work atmosphere or work culture that prevails at the workplace. A good working condition is one of
the benefits that the employees can expect from an efficient human resource team. An organisation
cannot build a good team of working professionals without good Human Resources. The key functions of
the Human Resources Management (HRM) team include recruiting people, training them, performance
appraisals, motivating employees as well as workplace communication, workplace safety, and much
more. The beneficial effects of these functions are discussed here:

Recruitment and Training

This is one of the major responsibilities of the human resource team. The HR managers come up with
plans and strategies for hiring the right kind of people. They design the criteria which is best suited for a
specific job description. Their other tasks related to recruitment include formulating the obligations of an
employee and the scope of tasks assigned to him or her. Based on these two factors, the contract of an
employee with the company is prepared. When needed, they also provide training to the employees
according to the requirements of the organisation. Thus, the staff members get the opportunity to sharpen
their existing skills or develop specialised skills which in turn, will help them to take up some new roles.

Performance Appraisals

HRM encourages the people working in an organisation, to work according to their potential and gives
them suggestions that can help them to bring about improvement in it. The team communicates with the
staff individually from time to time and provides all the necessary information regarding their
performances and also defines their respective roles. This is beneficial as it enables them to form an
outline of their anticipated goals in much clearer terms and thereby, helps them execute the goals with
best possible efforts. Performance appraisals, when taken on a regular basis, motivate the employees.

Maintaining Work Atmosphere

This is a vital aspect of HRM because the performance of an individual in an organisation is largely
driven by the work atmosphere or work culture that prevails at the workplace. A good working condition
is one of the benefits that the employees can expect from an efficient human resource team. A safe, clean
and healthy environment can bring out the best in an employee. A friendly atmosphere gives the staff
members job satisfaction as well.

Managing Disputes

In an organisation, there are several issues on which disputes may arise between the employees and the
employers. You can say conflicts are almost inevitable. In such a scenario, it is the human resource
department which acts as a consultant and mediator to sort out those issues in an effective manner. They
first hear the grievances of the employees. Then they come up with suitable solutions to sort them out. In
other words, they take timely action and prevent things from going out of hands.



Developing Public Relations

The responsibility of establishing good public relations lies with the HRM to a great extent. They
organise business meetings, seminars and various official gatherings on behalf of the company in order to
build up relationships with other business sectors. Sometimes, the HR department plays an active role in
preparing the business and marketing plans for the organisation too.

Any organisation, without a proper setup for HRM is bound to suffer from serious problems while
managing its regular activities. For this reason, today, companies must put a lot of effort and energy into
setting up a strong and effective HRM.

Q.2Explain

(a) job analysis: Job analysis (also known as work analysis) is a family of procedures to identify the
content of a job in terms of activities involved and attributes or job requirements needed to perform the
activities. Job analysis provides information to organizations which helps to determine which employees
are best fit for specific jobs. Through job analysis, the analyst needs to understand what the important
tasks of the job are, how they are carried out, and the necessary human qualities needed to complete the
job successfully.

The process of job analysis involves the analyst describing the duties of the incumbent, then the nature
and conditions of work, and finally some basic qualifications. After this, the job analyst has completed a
form called a job psychograph, which displays the mental requirements of the job. The measure of a
sound job analysis is a valid task list. This list contains the functional or duty areas of a position, the
related tasks, and the basic training recommendations. Subject matter experts (incumbents) and
supervisors for the position being analyzed need to validate this final list in order to validate the job
analysis. Job analysis is crucial for first, helping individuals develop their careers, and also for helping
organizations develop their employees in order to maximize talent. The outcomes of job analysis are key
influences in designing learning, developing performance interventions, and improving processes. The
application of job analysis techniques makes the implicit assumption that information about a job as it
presently exists may be used to develop programs to recruit, select, train, and appraise people for the job
as it will exist in the future.

One of the main purposes of conducting job analysis is to prepare job description and job specification
which in turn helps hire the right quality of workforce into an organization. The general purpose of job
analysis is to document the requirements of a job and the work performed. Job and task analysis is
performed as a basis for later improvements, including: definition of a job domain; description of a job;
development of performance appraisal, selection systems, promotion criteria, training needs assessment,
legal defense of selection processes, and compensation plans. The human performance improvement
industry uses job analysis to make sure training and development activities are focused and effective. Job
analysis aims to answer questions such as:

Why does the job exist?

What physical and mental activities does the worker undertake?
When is the job to be performed?

Where is the job to be performed?

Under What conditions it is to be performed?



(b) principles of HRM

Ans:H.R.M: Human Resource Management (HRM) is the term used to describe formal systems devised
for the management of people within an organization. The responsibilities of a human resource manager
fall into three major areas: staffing, employee compensation and benefits, and defining/designing work.
Essentially, the purpose of HRM is to maximize the productivity of an organization by optimizing the
effectiveness of its employees.

PRINCIPLES OF HUMAN RESOURCE MANAGEMENT

Business consultants note that modern human resource management is guided by several overriding
principles. Perhaps the paramount principle is a simple recognition that human resources are the most
important assets of an organization; a business cannot be successful without effectively managing this
resource. Another important principle, articulated by Michael Armstrong in his book A Handbook of
Human Resource Management, is that business success "is most likely to be achieved if the personnel
policies and procedures of the enterprise are closely linked with, and make a major contribution to, the
achievement of corporate objectives and strategic plans.” A third guiding principle, similar in scope, holds
that it is the HR's responsibility to find, secure, guide, and develop employees whose talents and desires
are compatible with the operating needs and future goals of the company. Other HRM factors that shape
corporate culture-;whether by encouraging integration and cooperation across the company, instituting
guantitative performance measurements, or taking some other action-;are also commonly cited as key
components in business success. HRM, summarized Armstrong, "is a strategic approach to the
acquisition, motivation, development and management of the organization's human resources. It is
devoted to shaping an appropriate corporate culture, and introducing programs which reflect and support
the core values of the enterprise and ensure its success."



