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Chapter 5

ANALYZING WORK AND DESIGNING JOBS

Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives 

· Nature of Job Analysis

· Job Analysis Process

· Job description and job specification

· Job Design

· Factors Affecting Job Design

· Job Design Approaches

· Nature of Job Analysis

Job: Job is bundle of related tasks

· Work: Synonymous of job and defined as “physical and 
mental activity that is carried out at a particular place and time, according to the instructions, in return for money”

· Monetary reward is mandatory for performing of task to 
be said work in business organization context

· Psychological perspective is concerned with employee behavior
· Sociological perspective is concerned with structural and contextual factors affecting individual's  experience at work (such as leadership, communication system, power and politics, group dynamics etc) 
· The nature of work and how job is organized affect other 
human resource functions/activities
· Job Analysis is the process of collecting data and information  about a job and result of job analysis is job description and job specification
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The Process of Job Analysis

1 Strategic Choices: The decision organization is required 
to make in job analysis
  I)
The level of employee involvement
· Too much involvement result into bias information

· Too little affect quality of information

  ii)The level of detail of job analysis

· If job analysis is base for all HR decisions then detailed

· If objective is to identify general duties and clarify rules and responsibilities of job holder then less detailed 

  iii)Past,  present or future oriented job analysis

· Traditional job analysis tend to focus on how job was carried out in past and being done at present

· If technological changes or sudden shifts in environment expect to change the job then future oriented approach is best 

· The Process of Job Analysis

iv)
Timing and Frequency

· New organization

· New job created 

· Job is changed

· New remuneration plan

· Job incumbent feel inequities

v)
Sources and tools for gathering job data

· Job holder

· Job expert

· Supervisor

· Job analyst

2
Information Gathering

· Type of data to be collected

· Method to be used (observation, questionnaire, interviews, diary method, check list) Who should collect job data (job analyst, supervisor, job
holder)
· Information Processing

· Job description

· Job Specification
· Job Design

Job Design: “Organization of tasks, duties and responsibilities into a unit of work to achieve certain objectives”

i) The specification of individual tasks

ii) The methods to be used to perform task

iii)  
The combination of tasks into specific jobs to be assigned to individual

· The job design should balance organizational needs/requirements and individual needs of job holder  

· Job Design

· Work Specialization and Division of Labour: The degree to which the tasks are subdivided in separate jobs

· Earlier job design revolve around to simplify the task or breaking whole job or tasks into specific tasks to be performed by individual

· In early 19th century Henry Ford is credited with manufacturing automobiles on assembly line (Division of Labour)

-
Advantages: Increase productivity, more trained, increased quality, shorter production time, less supervision, easy  hiring

- 
Disadvantages: Employee dissatisfaction, wastage of organizational resources (salary budget),  boredom, less 
flexibility  and freedom, under utilization of skills

-
Well designed job essential for attracting qualified and motivated individual and retaining them. 

Factors Affecting Job Design

1
Organizational Factors

i) 
Characteristics of Tasks: Organizing a number of tasks in a job or group of jobs, 

· Complexity of job (number of variety of tasks to be performed, range and scope of decision, difficulty in predicting outcomes)

· Task Elements

a) Planning (course of action, timing, and resources)

b) Executing (carrying out the plan)

c) Controlling (monitoring and taking corrective action)

· Integrated job contains all three elements of each task   involved in a job

ii) 
Work Flow: The nature of product and service determine flow of 
work (for example: in automobile manufacturing)

Iii)
Ergonomics: Designing jobs in such way that it facilitates worker 
to perform work and balance/fit between the physical abilities and 
characteristics of individual and tools/equipments

iv) 
Work Practices: set way or predetermined way of performing work

2)
Environmental Factors:  

I) 
Employee Abilities and Availability: who will actually do work (balance between abilities and availability of person who will perform work)

ii) 
Social and Cultural Factors:  Job design meet expectation of individual and society

3
Behavioural Element: Deal with human needs and to satisfy them 

· Person inspired by higher level need like to work for job having following characteristics

· Deal with human needs and to satisfy them

Person inspired by higher level need like to work for job having following characteristics

I)
Feedback:
Meaningful feedback on performance

ii)
Autonomy:
Authority to make decisions on task and take responsibility of what is done. It increases self actualization and self esteem needs

iii)
Use of Abilities: Job should be designed in such way that it take use of individual abilities

iii) Variety of tasks
Figure: Job Design Approaches 
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Job Design Approaches

1
Job Rotation: Moving employee from one job to other to add variety and reduce boredom. After some time employee move to 
other at same level

Disadvantages: Disturb work, training cost, de-motivate ambitious and motivated employee

2 Job engineering: focus on tasks to be performed, workflows among employees, methods to be used, layout of workplace, interdependencies among tools and employee

Example: Specialization of labour,

3 Job Enlargement: Adding to some extent similar tasks to be performed in a single job (example: auto mechanic change oil, changing transmission fluid)

I) 
Task variety ii) Meaningful work modules iii) Ability utilization iv)
Worker pace control 
v) Performance feedback

4 Job Enrichment: Adding more motivators to make job more exciting and challenging

Giving employee more freedom, autonomy, and control over their job

Characteristics of Enriched Jobs
Figure: Characteristics of Job enrichment 
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Job Enrichment: 

· More responsibility and autonomy (vertical enrichment)
· Adding variety of tasks (horizontal enrichment)
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Issues to Think before following job enrichment
· Enriched is relative term

· Enriched job creates Snow Ball effect

· Assumes that worker like responsibility

· Jon enrichment may have negative short term effect 

· Job enrichment may become static

LECTURE 10
Chapter 6

RECRUITING HUMAN RESOURCES

Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives
-   
Recruitment

- 
Purpose of Recruitment

-
Factors Influencing Recruitment

-
Recruitment Process

-
Source of Recruitment

-
Yield Ratio

- 
Realistic Job Preview

Recruitment 

-
 Recruitment is defined as “the process of searching for and obtaining applicant for jobs, from among whom the right people can be selected” (p. 144)

-
Theoretically recruitment process ends when job applications have been received

-
 In practice it goes further to screening applications to filter those applicants who are not eligible for or suitable for job 

-The term recruitment is often described or understood as complete process of employee hiring

-
Recruitment and selection are two different processes

Purpose of Recruitment 

-
Increase pool of potential job candidates

-
Increase success rate of the selection process

-
Make ensure the right people is selected against vacant 

position (minimizing probability of leaving organization in case of selection of wrong or misfit candidate)

-
Meeting legal and social obligation of workforce composition

-
Identify and encouraging potential candidates/job applicants

-
Evaluating the effectiveness of available sources and 

 

techniques of recruitment 

Figure: Factors Influencing Recruitment 
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Figure: Recruitment Process
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Recruitment Process

1
Recruitment Planning



-Number of applicants



-Types of Applicants 

2
Strategy Development



- Make or Buy Decision



- Technological Sophistication



- Where to look (international, national, regional, local market)



- How to look (method and sources)

- When to look (Time lapsed data (TLD) average time elapsed with key decision points in recruitment)

Sources of Recruitment
	Method and Sources of Recruitment

	Internal Sources
	External Sources

	Present Employees
	Advertisement

	Employee Referrals
	Contractors

	Campus Recruitment
	Campus Recruitment

	Previous Applicants
	Radio and Television

	
	Competitors



	
	E-Recruiting



	
	Recruiting Agencies


Source of Recruitment

1
Internal Recruitment


Present Employees (Promotion and transfer)

Advantages

· Builds morale

· Encourages competent employees

· Good selection

· Cheaper way

· Familiar with organization

Disadvantages


· Outside competent candidates ignored
· Inbreeding

Employee Referrals

Advantages 

· Low cost

· Employee know job requirements and person

Disadvantages

· Organizational Politics

Former Employees (Performance is known, aware 
with organizational culture)

Previous Applicants (best when to fill in job quickly, cost effective)

2 External Recruitment

Advertisement: The most popular method

· Blind ad (no identification of company)

· AIDA (attention, interest, desire, action)

· Content of Job Advertisement
I) job  content  

 ii) working conditions


iii)
location of job

 iv) compensation


      v)  job specification
  vi) to whom apply

Figure: Yield Ratio

[image: image7.png]Job Acceptance

Job Offer 32

43
Invited for interview

5:1
Invited for test

10:1
Initial contacts

Source: Aswathappa, 2008, p. 149




Evaluation and Controlling
-Recruitment process is very expensive and crucial

-Salaries of recruiters

-Time spent on preparing job analysis data

-cost of overtime and outsourcing during vacancies 
unfilled

-Cost of recruiting

Evaluation of Recruitment Process
· Number of suitable candidates

· Number of application received

· Performance and retention of selected candidate

· Cost of process and time lapsed
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Lecture 11

Chapter 7

SELECTING HUMAN RESOURCES

Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives
· Selection

· Selection Process

· Employment Test 


· Interview 

· Errors of Selection Process

· Evaluation of Selection Process

Selection

Selection is defined as “the process of differentiating between applicants in order to identify and hire those with a greater  likelihood of success in a job” (p. 170)

Or

“Selection is the process of picking individuals (out of the pool of job applicants) with requisite qualification and competence to fill jobs in the organization.”
Difference between recruitment & selection

· In recruitment potential job applicants are attracted and 
encouraged to apply for vacant position whereas selection  
focuses on identifying the candidate suitable for the job from pool of job applicants and hire to fill in vacant position

· Recruitment and selection are two different processes but often inviting job applications and selecting candidate is called hiring or recruitment process.
Selection As a Source of Competitive Edge

· Organizational performance depends on individual performance 

· Individual performance depends upon competent and willing candidate 

· Wrong or misfit candidate is de-motivated and unwilling or not 
competent to work effectively

· Recruitment and selection is very expensive process and cost of hiring wrong candidate is even more damaging to organization
Figure: Selection Errors
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Advantages of Centralized Hiring

· Larger pool of applicant can be attracted to apply for job as applicants have to submit/apply to HR department 

· Operating managers focus on their functional duties

· Better hiring as specialists are handling hiring process

· Compliance with employment rules and regulations 


Figure: Selection Process
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Employment Test: Used to test job applicant's ability, aptitude, personality

Reliability: The test result should be consistent in scoring

For example: The intelligence test administered to 
test the IQ level of potential job candidate and he scores 110. If the test is conducted after some time the person should score close to previous score. 

Validity: The instrument measures what it supposes to measure. For example: If the test is designed to predict the success of candidate on job then he should perform   his job well if succeeded in the test. Valid test will differentiate who will perform well and who is not 
   able to perform work.

Table: Employment Tests
	S.No.
	Employment Test
	Example

	1
	General Knowledge
	To judge general knowledge regarding geography, politics, religion etc.

	2
	IQ Test
	Intelligent quotient test to estimate how quickly candidate processes complex problems

	3
	Personality Test
	To judge type of personality like extrovert, introvert,   innovative etc. MBTI is most common and acceptable personality test that uses 8 personality dimensions to elicit 16 personality types

	4
	English Proficiency  Test
	To judge English proficiency level 

For example:  What is the meaning of the word exultantly?  

	5
	Technical/Mechanical  Proficiency Test
	Asking questions regarding mechanical and technical aspect of job to judge expertise in handling tools, machines, and equipments 

	6
	Cognitive Ability Test
	To judge intellectual and mental capabilities of candidates

	7
	Reasoning Test
	To judge reasoning capabilities of candidates. Situation is given with certain preconditions to find right answer

	8
	Quantitative Ability
	To judge quantitative skills like processing of numbers

For example: Divide 8 by 0.5 then multiple by 0.3

	9
	Physical Ability Test
	Physical ability of candidates is judged by giving candidates physical tasks to complete in given time frame. Example: Rope climbing, obstacles.


Table: Personality Test Dimensions 
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Interview is most common method applies to make selection decision
· Interview is formal way of communication with potential employee to judge his/her suitability for the post
Drawback: 
· Absence of Reliability
· Validity issue
· Subjectivity 
· Patterns of Interview 
i)
one to one

ii) sequential 

iii) panel
Table: Types of Interview

	Type
	Questions
	Application

	Structured
	Predetermined and fixed number of questions asked for all applicants
	Valid results

	Semi structured
	Set predetermined set of question and questions arises during interview 
	In depth analysis of personality and explore interest and preferences of candidates and good comparison can be made among candidates

	Unstructured 
	Without any predetermined set of questions
	Useful to explore details about candidate

	Situational 
	Questions are asked based on given situation
	Good to explore behavior and reasoning of candidate in given situation 

	Stress full 
	A harsh, emotional, and tough questions are asked with the intention to disturb or put candidate in stress
	Useful when candidate is being considered to hire for tough and stressful job


Table: Do,s and Dont,s of Interview  
	Do's
	Dont's

	Plan the interview
	Start the interview without preparation

	Build informal relationship
	Directly start asking difficult questions

	Encourage candidate to talk as much 
	Jump to conclusion very early

	Probe where necessary
	Allow the candidate to take over session

	Find out interest and preferences of candidate and their strength and weaknesses and behaviors
	Talking too much

	Take control and direct the interview session
	Start interview with prior perception


Figure: Errors In Interview
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Table: Evaluation of Selection Process
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Lecture 12
Chapter 8





Inducting and Placing New Hires
Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives 
· Orientation 
· Orientation Programs

· Formal Orientation Program
· Topics of Employee Orientation
· Placement
Orientation

· Induction: “Induction or orientation is designed to provide new employee with the information he or she needs to function comfortably and effectively in the organization” (p. 191)
· information about work
· introduction firm's history, objectives, products and services, operations, as well as how job fits to overall objective of organization and its place
· Detailed information about work ethics, rules, policies, and benefits
Purpose: The purpose of orientation is to relax new hire, introduce them to colleagues and function, create favorable impression of job and company, to make him/her adjust to new work environment
Figure: Orientation Programme
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Table: Topics of Formal Employee Orientation Programme
	Organizational Issues

	· History of employer
· Organizations of company
· Names and titles of key executives
· Employee's title and department
· Layout of physical facilities 
	· Probationary period
· Products and services
· Production process overview
· Company policies and rules
· Disciplinary Proceedings
· Employee handbook
· Health and safety procedures

	Employee Benefits

	· Pay scale and pay days
· Vacation and holidays
· Rest breaks
· Training and education benefit
· Counseling
	· Insurance benefits
· Retirement programme
· Services/facilities offered to employees
· Rehabilitation programme

	Introduction



	· To supervisor

· To trainers

· 
	· To coworkers

· To employee counselor

· 

	Job Duties

	· Job location

· Job tasks

· Job safety requirements


	· Overview of job

· Job objectives

· Relationship to other jobs




Placement
-
After hiring and completion of orientation programme he or she is placed in job
-
Allocation of assignments matching individual personality with job demands 
-
The number of the jobs and number of selected candidates determine placement decisions
-
Employee work independent of others or dependent is based on type and context of job
i) independent


ii) sequential


iii) pool
Independent Job: Field sale office
Sequential Job: Activity or tasks of one worker dependent on work activities of others: Example: Assembly line
Pooled Job:

 The work of all workers is highly interdependent (team work, project teams)
Assessment Classification Model: It assist to make placement decision on highly pooled jobs

Figure: Assessment Classification Model
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Figure: Recruitment, Selection, Orientation and Placement 
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LECTURE 13
Chapter 9

TRAINING DEVELOPMENT AND CAREER MANAGEMENT
Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives:

· What is training and Development?

· Training Process

· Steps in Training Program

Nature of Training and Development

-
In general “training and development refers to the imparting of specific skills, abilities, and knowledge to employee”
                                                  







    (p. 206)

-
In more detail “ training and development is any attempt to improve current or future employee performance by increasing an employee's ability to perform through learning usually by changing the employee's attitude or increasing his or her skills and knowledge. The need fro training and development is determined by the employee's performance deficiency”
Training and development need = standard performance -Actual performance
 
-
Training is process of imparting skills and knowledge 

-
Education is theoretical learning given in classroom
-
Development activity aims to give learning opportunities that result in growth of employees
Figure: Distinction between Training and Education
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Source: Aswathappa, Human Resource Management, Text and Cases, 2008, p. 207 

Inputs in Training
· Skills: Worker should have Skills to operate machinery and other tools.
· Managers should have interpersonal skills
Education: Teach theoretical knowledge, concepts to develop a sense of judgment and reasoning
· Education is important for top executives and managers 
Development: More focus on knowledge. For example knowledge about management principles, business environment, and techniques 
· Any training and development program must have following components 
- How to create sense of commitment and motivation?
- How to make them result oriented?
- How to make themselves aware of needs of others and themselves?
- How to create sense of leadership and power to influence and lead others? 
Ethics: HR manager takes responsibility of unethical practices by other functional managers or workers

· HR manager need to highlight the ethical dimensions of their decisions and practices and emphasize on value of ethical behavior 

· Ethical orientation is important
1 Ethical in personal lives and business dealings

2 Credibility in public depends of values and ethical behavior

3 Value create credibility with employees

4 Better decision making depends on values

5 Ethics related to higher profit

6 Laws and Rules don't always protect society but ethical behavior and concern ensure welfare and protection of society 
-
Attitudinal Changes: Feelings and beliefs towards others
-
Affect on satisfaction, motivation and job commitment
-
Attitude is difficult to change but requisite for high job commitment and satisfaction 
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Training Process
1
Need Assessment
-
Diagnosis current problems and future needs
-
Individual (performance gap, change in technology, transfer, and Group Level (change in organizations' strategy, new product line, new technology, low moral and motivation)
-
Training need identify the training objectives to be achieved at the end of training program
Need Assessment Methods
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Organizational Analysis
· Analyze the short term and long term goals/objectives of the organization and trend that may affect these goals and objectives in future
· Task and KSA Analysis
· What tasks are performed at each job?
· What KSAs are required to carry on these tasks?
Person Analysis
· Focus on individual competencies
· What KSA they already have?
· What KSA they need to have?
· Who need training?
Developing Instructional Objectives
· It focuses on deciding the input for training program and criteria to measure the success or effectiveness of training program
· For example: After training sale officer will be able to welcome/receive customer with smile
· He will be able to increase sales target by 20 %
Figure: Steps in Training Program
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LECTURE 14
Chapter 9

TRAINING DEVELOPMENT AND CAREER MANAGEMENT
Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives:

· Training Methods 

· On the Job and Off the job training Methods

· Training Process

· Career Development

Figure: On the Training Methods
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Source: Aswathappa, Human Resource Management, Text and Cases, 2008, p. 221
Figure: Off the job training Methods
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Source: Aswathappa, Human Resource Management, Text and Cases, 2008, p. 218 

Figure: Relative Effectiveness of Training Method
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Rank 1 is highest relative effectiveness 
Source: Aswathappa, Human Resource Management, Text and Cases, 2008, p. 222 

Level of Learning:
a) Acquire fundamental knowledge
b) Skill development
c) Operational Proficiency: Advancement in skills and obtaining experience of doing thing    with excellence
Learning Principles:
· Employee motivation
· Recognition of individual differences
· Practice opportunities
· Reinforcement
· Knowledge of results
· Schedule of learning
· Meaning and material
· Transfer of learning
· Goals
Conduct of Training
a) At the job
b) in training room m available on site
c) outside in university, hotel or conference center
Implementation of Training Program
· Deciding the location and arranging other facilities
· Scheduling of training program
· Conducting the training
Evaluation of the Training Program
· Training objectives have been achieved or not
· To ascertain that change in behavior and skills are due to training or because of other reasons
· Cost effectiveness of training program
· Credibility of training program is enhanced when it is proved that performance linked with training

Principles of Evaluation
· Evaluation specialist must have clarity about objectives and goals of training
· Evaluation must be continuous
· Evaluation must be specific
· Evaluation must provide means to trainer to appraise themselves of their method and practices
· Realistic target dates for each phase of evaluation process
Criteria for Evaluation
· Training Validity: Did the trainees learn from training
· Transfer Validity: What learnt in the training has been transferred on job
Intraorganizational Validity: 
Interorganizational Validity: Can training program be replicated successfully in other organizations
Figure: Techniques of Evaluation
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Reasons of Ineffective Training 
· Lack of management support
· Spending on training is not enough
· Large scale job switching of trained staff
· Improper design and development of training programs
· Training needs assessment exercise was not conducted
Career Development
Career is defined as “progress or general course of action of a person in some profession or in a organization” 











(p. 231)
“Career includes the specific jobs that a person performs, the kind of responsibilities and activities that comprise jobs, movements and transition between jobs, and in individual's overall assessment of and feelings of satisfaction with these companies of his or her career”










(p. 231)
Career planning is defined as “a process whereby an individual sets career goals and identifies the means to achieve them”











(p. 232)
· When organization helps to plan career of individual it becomes organizational career planning
Organizational Career Planning “is the planned succession of jobs worked out by organization to develop its employees”











(p. 232)
Career Development is defined as “a formal approach used by organization to ensure that people with proper qualification and experiences are available when needed”











(p. 232)
Career Development Initiatives
Career Planning Workshops: Workshops to guide employees and help to identify their strengths and weaknesses, career opportunities, means and steps to achieve personal goals, and self assessment of values, abilities, interests, goals and personal development plan
Career Counseling: In one to one session with career counselor with employees to discuss their performance, career goals, capabilities, interests.
Mentoring: Mentor (supervisor) coaches and advises employee (subordinate) to motivate and encourage them to improve their performance. It is also tool to increase job involvement and satisfaction of mentor
Sabbaticals: Leave granted to employee to increase their learning

Figure: Training Process
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Lecture 15

Chapter 10

Appraising and Managing Performance 

Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives
· Difference between HRM and HRD

· Performance Appraisal
· Relationship between Performance Appraisal and Job Evaluation
· Objectives of Performance Appraisal
· Multi Purposes of Performance Appraisal
· Performance Appraisal and Competitive Advantage
· Process of Performance Appraisal
· Performance Appraisal Methods
· Goal Based Performance Appraisal
· 360 Degree Performance Appraisal
Definition of HRD

A set of systematic and planned activities designed by an organization to provide its members with the necessary skills to meet current and future job demands”

Werner and DeSimone (2006)

Relationship Between HRM and HRD

· Human Resource Management (HRM) covers many functions
· Human resource development (HRD) is just one of the functions within HRM
HRD Functions
1. Training and development (T&D)
2. Organizational development
3. Career development
Training and Development (T&D)

· Training – improving the knowledge, skills and attitudes of employees for the short-term, particular to a specific job or task
· Development – preparing for future responsibilities, while increasing the capacity to perform at a current job
Organizational Development

· The process of improving an organization’s effectiveness and member’s well-being through the application of behavioral science concepts
Career Development

· Ongoing process by which individuals progress through series of changes until they achieve their personal level of maximum achievement
Werner and DeSimone (2006)

Appraising and Managing Performance 
Performance Appraisal
· Performance appraisal is to evaluate the performance of an employee to determine whether he is performing his given task and duties well or to monitor whether he has given his best effort and performance on given job
· Performance appraisal is an assessment of individual performance, the performance is measured against such factors as job knowledge, quality, quantity of output, initiative, leadership, abilities, supervision, cooperation, judgment, analytical skills, problem solving skills, etc. 
(P. 239)
· The other similar terms often used for performance appraisal are performance rating, employee performance review, employee assessment, personal appraisal, employee evaluation, or performance evaluation
Figure: Performance Appraisal
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Objectives of Performance Appraisal

· Make promotion decisions based performance 
· To confirm services of employee on probation
· To identify training and development needs of employees
· To decide compensation 
· To inform employees of their performance and give them feedback and guidance to improve performance
· Performance appraisal helps to know the effectiveness of other HR functions such as recruitment and selection, training, and promotion etc.
Table: Multi Purposes of Performance Appraisal
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Lecture 16
Chapter 10
Appraising and Managing Performance
Aswathappa, K. (2008). Human Resource Management, Text and Cases, 5th Edition, McGraw Hill Company

Learning Objectives: 

· Performance Appraisal Process

· Designing Appraisal Program

· Errors in Appraisal Program
· Performance Appraisal Methods

· 360 Degree Performance Appraisal
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Designing Appraisal Program
1
Formal vs Informal
· Formal appraisal normally occur at specific time (six month or one year)
· Informal regular when supervisor feels need
2
Whom to Evaluate
· Individual or team performance
3
Who Should be the rater?

a)
Immediate supervisor 
b) 
Subordinates 
c) 
Peers

d) 
Clients 
e) 
Self appraisal
Figure: Performance Appraisal Errors
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5 Solving Rater’s Error
Training and Practice
6 What to evaluate 

a)
Traits
 
b)
Behaviors
 
c)
Results/Goals

Other dimensions 

a)
Quality

b)
Quantity

c)
Timeliness

d)
Cost effectiveness

e)
Independent working

f)
Interpersonal and cohesiveness effect
7 When to Evaluate?
 
To decide the appraisal period (three months, six months or year)

8 Methods of Performance Appraisal
Table: Performance Appraisal Methods

	No.
	Appraisal Method
	Description

	1
	Rating Scale
	· Typical numerical rating ranging from poor to excellent of job related performance criteria such as initiative, honesty, attendance, cooperation etc. 

· The rater rate each statement and then sum up numbers. 

	2
	Check List
	· The rater has to tick Yes or No against the statements defining personality characteristics. Then HR department calculate the numbers of only Yes statement

	3
	Forced Distribution Method
	· Compel raters to evaluate performance and distribute ratees on all points given in rating scale

· For example: Excellent 20 %, Good 20 %, Average 15  Below average 25 % and Unsatisfactory performance 20 % 

	4
	Critical Incident Technique
	· All critical behaviors that contributed to job success are recorded by supervisor. These behaviors actually differentiate between effective an ineffective employee

	 5
	Behaviorally Anchored Rating
	· Also called behavioral expectation scale. It contains descriptive statements of behavior from least to most effective 

	6
	Performance Test
	· With few jobs for evaluation performance test to check the knowledge and skills of employee can be conducted 

	 7
	Cost Accounting Method
	· Performance is evaluated on monetary benefits employee has given to organization. Cost benefit analysis of employee 

	 8
	Ranked Method
	· Supervisor rate his subordinates on ranking

	9
	Comparative Evaluation Method
	· Supervisor rate his subordinates on ranking from best to worst 

a) Ranking Method: The rater rank employees from best to worst

 b) Paired Comparison: Each employee is compared and ranked with every employee in a group or team

N (N-1)/2

	 10
	MBO
	· The goals/outcomes are established for each employee and then performance is evaluated based on attainment of these goals


360 Degree Performance Appraisal: This more modern concept in which performance of individual is appraised by supervisor, subordinates, colleagues etc. It is more comprehensive approach but at the same time more complex and difficult implement and assess.
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4 Appraise the Performance
· Measure the performance what he does or what he does 
not do
· It should also include potential of employee in addition to his actual performance 
· From different job different performance criteria should 
be used
5 Performance Management

Feedback on performance must be used purposefully

1) Performance Interview 
· Performance appraisal outcome should be discussed and 
shared with employee
· Three goals of performance interview 
a) change behavior of poor performers
b) maintain 
behavior of employee who perform well 
c) appreciate 
superior performers
6 Archiving Performance Data

Keep record of performance data for future 
7 Use of Performance Data
· Use performance data to streamline HR activities and 
make employee related decisions 
Key Message: Performance Appraisal System should be designed with clear purpose and organizational goals must linked with personal goals
· Performance appraisal must be shared with employees to identify their strength and weaknesses and tell them where they need improvement and how to improve the performance 
· HR decisions must consider performance appraisal information
Source: Aswathappa, 2008, Pp. 200









