Suggestions for the HRM 6021 Final Exam

1. What is recruitment?
Recruitment is the process of identifying, attracting, and hiring suitable candidates for job vacancies
in an organization.
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2. Why is recruitment important for an organization?
Recruitment helps organizations hire the right people, improve performance, and achieve business
goals effectively.
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3. What are the main activities involved in recruitment?
The main activities include sourcing candidates, screening applications, and selecting suitable
candidates.
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4. What is meant by “Right Person for the Right Job”?
It means selecting a candidate whose skills and qualifications match the job requirements.
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5. What are the two main types of recruitment?
The two main types are Internal Recruitment and External Recruitment.
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6. What is internal recruitment?
Internal recruitment means filling vacancies by promoting or transferring existing employees.
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7. What are the advantages of internal recruitment?
It is cost-effective, faster, and improves employee morale and motivation.
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8. What is external recruitment?
External recruitment involves hiring candidates from outside the organization.
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9. What are the advantages of external recruitment?
It brings fresh talent, new ideas, and a larger pool of candidates.
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10. What is recruitment planning?
Recruitment planning is the process of identifying future hiring needs and preparing recruitment
strategies.
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11. Why is recruitment planning important?
It helps avoid overstaffing or understaffing and ensures systematic hiring.
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12. What is workforce planning?
Workforce planning determines the number and type of employees needed by an organization.
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13. What is job analysis?

Job analysis is the process of studying a job to identify its duties, responsibilities, and requirements.
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14. Why is job analysis important?

It helps improve recruitment accuracy, training, and performance evaluation.
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15. What are the outputs of job analysis?
The outputs are Job Description (JD) and Job Specification (JS).
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16. What is a Job Description (JD)?
A Job Description explains the duties, responsibilities, and reporting structure of a job.
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17. What is a Job Specification (JS)?
A Job Specification describes the qualifications, skills, and experience required for a job.
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18. What is the difference between Job Description and Job Specification?
Job Description focuses on the job, while Job Specification focuses on the candidate.
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19. What are the main sources of recruitment?
The main sources are internal sources and external sources.
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20. What is the purpose of the selection process?
The purpose is to choose the most suitable candidate from the shortlisted applicants.
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21. What is an offer letter?
An offer letter is a formal documentissued by an organization to a selected candidate. It contains job
details, salary, and employment terms.
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22. What information is included in an offer letter?

An offer letter generally includes salary, job role, benefits, and terms and conditions of employment.
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23. Why is an offer letter important?

It provides clarity about employment terms and creates a formal agreement between the employer
and candidate.
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24. What is the joining process?

The joining process is the procedure through which a selected candidate officially becomes an
employee.
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25. What are the main steps in the joining process?

The main steps include document verification, form completion, and employee registration.
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26. Why is document verification important during joining?
It ensures that the candidate’s qualifications and personal details are genuine.
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27. What is onboarding?
Onboarding is the process of introducing a new employee to the organization and its work
environment.

(NG h?)
NG AT V9N FAGIACE ATSITND A 8 FIGE S A AoT IRT (T AT

28. How does a smooth joining process benefit an organization?
It creates a positive first impression and improves employee retention.
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29. What are post-selection activities?
Post-selection activities are tasks completed after the candidate has been selected.
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30. What are the common post-selection activities?
Background verification, document checking, and record maintenance are common activities.
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31. Why is background verification important?
It confirms the authenticity of the candidate’s education, experience, and personal information.
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32. What are selection techniques?

Selection techniques are methods used to evaluate and choose the most suitable candidate.
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33. Why are selection techniques important?
They improve hiring accuracy and reduce bias in decision-making.
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34. What are the common selection techniques used by organizations?

Common techniques include tests, interviews, and group discussions.
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35. What are selection tests?
Selection tests are assessment tools used to evaluate a candidate’s abilities and suitability for a job.
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36. What are the main types of selection tests?

The main types are aptitude tests and personality tests.
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37. What is an aptitude test?
An aptitude test measures a candidate’s logical, numerical, and reasoning abilities.
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38. Why are aptitude tests useful in recruitment?
They help identify capable candidates and support objective hiring decisions.
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39. What is a personality test?
A personality test evaluates a candidate’s behavior, attitude, and personal traits.
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40. Why are personality tests important during selection?
They help determine cultural fit, teamwork ability, and overall compatibility with the organization.
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41. What is training in HRM?
Training is the process of improving employee skills, knowledge, and abilities for better job
performance.
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42. Why is training important for employees?
Training improves productivity, reduces errors, and prepares employees for future roles.
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43. What are the main types of training?
The two main types of training are On-the-Job Training and Off-the-Job Training.
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44. What is On-the-Job Training?
On-the-Job Training is training given at the workplace while employees perform actual work.
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45. Mention any two methods of On-the-Job Training.
Job rotation and coaching are two methods of On-the-Job Training.
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46. State one advantage of On-the-Job Training.

One advantage is practical learning through real work experience.
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47. What is Off-the-Job Training?
Off-the-Job Training is training conducted outside the workplace.
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48. Mention two methods of Off-the-Job Training.
Lectures and workshops are two methods of Off-the-Job Training.
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49. State one limitation of Off-the-Job Training.
Itis expensive and time-consuming.
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50. What is meant by training methods?
Training methods are different techniques used to train employees.

(AT HgfS IeTro Bt ([RTT?)
ARTFY Hg[© IeIT® FAGIATHL AR TSR [T (FET @RI |

51. What is the lecture method of training?
The lecture method is a classroom-based training where information is delivered verbally.
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52. What is simulation training?
Simulation training provides practical learning through artificial work situations.
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53. What is E-learning in training?
E-learning is training provided through online or digital platforms.



(PR 3N )
B eI 20T SN2 1 fOf G0 WIS (ST S|

54. What is Training Needs Analysis (TNA)?
TNA identifies the gap between current skills and required skills.
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55. Why is TNA important in organizations?
TNA saves time and cost by identifying necessary training needs.
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56. What is training program design?
Training program design is the process of preparing a structured training plan.
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57. Mention the components of a training program design.

Objectives, content, and training methods are the main components.
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58. What is training implementation?
Training implementation is the execution of training programs.
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59. Why is proper coordination important in training implementation?
Proper coordination ensures effective delivery and better learning outcomes.
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60. What is training evaluation?

Training evaluation measures the effectiveness of a training program.
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61. Why is training evaluation important?
Training evaluation identifies gaps and improves future training programs.
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62. Mention two benefits of training.
Training improves skills and increases productivity.
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63. What is performance management?
Performance management is the process of evaluating and improving employee performance.
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64. What are the main elements of performance management?
Goal setting, evaluation, and feedback are the main elements.
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65. Why is performance management important?
It improves productivity and supports employee development.
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66. What is performance appraisal?
Performance appraisal is the periodic evaluation of employee performance.
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67. What is the purpose of performance appraisal?
It identifies strengths and weaknesses and provides feedback.

(TTFINIS ARG ST 1?)
46 *f& & ol [N S I3 AFSIEHT 2= FA|

68. Mention two methods of performance appraisal.
Rating scale and 360-degree feedback are two methods.
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69. What is 360-degree feedback?
Itis a method where feedback is collected from managers, peers, and subordinates.
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70. Why is 360-degree feedback important?
It provides complete evaluation and reduces bias.
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71. What are performance standards?
Performance standards are expected levels of employee performance.
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72. Why are performance standards necessary?
They ensure consistency and fair evaluation.
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73. What is performance feedback?
Performance feedback is information given to employees about their work performance.
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74. Why is feedback important for employees?
Feedback improves performance and motivates employees.
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75. What is performance improvement?
Performance improvement focuses on increasing employee efficiency and productivity.
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76. Mention two methods of performance improvement.
Training and coaching are two methods of performance improvement.
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77. What is employee motivation?
Employee motivation is the process of encouraging employees to perform better.
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78. Mention two methods of employee motivation.
Rewards and incentives are two methods of motivation.
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79. What are rewards and incentives?
Rewards and incentives are benefits given to motivate employees for better performance.
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80. Why is performance management essential for organizations?
Performance management aligns employees with organizational goals and improves productivity.
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81. What is compensation management?

Compensation management deals with employee salary, wages, and benefits.
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82. What are the components of compensation?
The components are fixed pay, variable pay, and employee benefits.
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83. What is fixed pay?
Fixed pay is the regular salary paid to employees.
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84. What is variable pay?
Variable pay includes incentives and bonuses based on performance.
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85. What is salary structure?
Salary structure is the breakdown of employee salary into different parts.
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86. Mention the components of salary structure.
Basic pay, HRA, and allowances are components of salary structure.
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87. Why is salary structure important?
It ensures transparency and fairness in payment.
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88. What are incentives?
Incentives are extra payments given based on employee performance.
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89. What is bonus in compensation management?
Bonus is an additional reward given to employees.
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90. Why are incentives and bonuses important?

They motivate employees and improve productivity.
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91. What are employee benefits?
Employee benefits are non-wage compensations provided to employees.
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92. Give two examples of employee benefits.
Insurance and paid leave are examples of employee benefits.
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93. Why are employee benefits important?
They improve employee welfare and job satisfaction.
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94. What is wage and salary administration?

Itis the process of managing employee pay systems.
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95. Why is wage and salary administration important?
It ensures fair payment and reduces disputes.
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96. What is job evaluation?

Job evaluation determines the value of a job in an organization.
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97. What is the purpose of job evaluation?
Its purpose is to set fair salaries and compare jobs.
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98. What is pay equity?
Pay equity means equal pay for equal work.
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99. Why is pay equity important?

It avoids discrimination and ensures fairness.
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100. What are compensation policies?

Compensation policies are guidelines for salary and payment decisions.
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101. Why are compensation policies necessary?
They ensure consistency, transparency, and fairness.
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102. What is industrial relations (IR)?
Industrial relations refers to the relationship between employers and employees.
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103. Why are industrial relations important?

They maintain workplace harmony and improve productivity.
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104. What are trade unions?
Trade unions are organizations formed to protect workers’ rights.
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105. Mention two functions of trade unions.
They represent employees and negotiate with management.
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106. What is collective bargaining?
Collective bargaining is the negotiation process between employers and employees.
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107. Why is collective bargaining important?

It ensures fair decisions and reduces conflicts.
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108. What are industrial disputes?
Industrial disputes are conflicts between employers and employees.
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109. Mention two causes of industrial disputes.
Wage issues and poor working conditions are causes of industrial disputes.
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110. What is conflict management?
Conflict management is the process of resolving workplace disagreements.
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111. Mention two methods of conflict management.
Communication and negotiation are methods of conflict management.
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112. What is grievance handling?
Grievance handling is the process of listening to and resolving employee complaints.
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113. Why is grievance handling important?

It builds trust and reduces conflicts.
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114. What is discipline management?
Discipline management means maintaining rules and proper behavior in the organization.
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115. What is the purpose of discipline management?
It ensures order and reduces misconduct.
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116. What are labor laws?

Labor laws are legal rules governing employment and working conditions.
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117. Why are labor laws important?
They protect employee rights and prevent exploitation.
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118. What is employee welfare?

Employee welfare focuses on employee well-being and comfort.
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119. Mention two examples of employee welfare measures.
Health facilities and safety measures are examples of welfare measures.
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120. Why is industrial relations essential for organizational success?
Good industrial relations improve communication, reduce disputes, and increase productivity.
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