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Preface =

To the Fourth Edition

I feel indebted to the students and teachers who have used this book in
large numbers. I have revised and updated the book so as to make it
more useful for my esteemed readers. Some of the topics added in this

edition are as under :

Work-life Balance.

Strategic role of HRM

Challenges before HRM.

Role specific and competency based training.
Coaching vs. Mentoring.

Challenges in compensation design.

Impact of IT on HRM. |

some of the distinctive features of the book are as follows :

% Full coverage of the prescribed syllabus.

% Learning Objectives in the beginning of each chapter to provide
a bird’s eyeview of the contents.

% Summary at the end of each chapter for quick revision before

the examination.

* Test Questions cul
University.
* Simple and lucid language.
[ am confident the book will fully meet the needs of the concerned
students and teachers. Suggestions and critical comments for
uent editions of the book are welcome.

Dr. C.B. GUPTA

led from B.Com. Examinations of Delhi

improvements in subseq



New Syllabus

UNIVERSITY OF DELHI
B.Com. : Semester V [CBCS]
Paper No. BC 5.1(a) : Human Resource Management

Duration : 3 hrs. Maximum Marks : 100
Objective : The objective of the course is to acquaint students with the techniques
and principles to manage human resource of an organisation.

CONTENTS
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Concept and Functions : Role, Status and Competencies of HR Manager; Organisation
of HR Department : HR Policies, Evolution of HRM : Emerging challenges of Human
Resource Management like Workforce Diversity, Downsizing, Work Life Balance,

etc.

Unit II: Acquisition of Human Resource

Human Resource Planning; Job Analysis — Job Description and Job Specification;
Recruitment — Concept and Sources; Selection — Concept and Process; Testing and
Interview; Placement and Induction.

Unit III : Training and Development

Concept and Importance; Identifying Training and Development Needs; Designing
Training Programmes; Training and Development Methods — Apprenticeship,
Understudy, Job Rotation, Vestibule Training, Case Study, Role Playing, Sensitivity
Training, In-basket, Management Games, Coaching and Mentoring, Management
Development Programmes; Evaluating Training Effectiveness.

Unit IV: Performance Appraisal

Nature and Objectives : Performance Appraisal Process; Methods of Performance
Appraisal; Job Changes — Transfers and Promotions; Potential Appraisal.

Unit V: Compensation and Maintenance of Employees

Compensation — Concept and Policies; Job Evaluation; Methods of Wage payments
and Incentive Plans; Fringe Benefits; Performance Linked Compensation; EmPloyeC,
Health and Safety; Employee Welfare; Social Security (Excluding Legal PrOViS“mS)’
Grievance Handling and Redressal.



An Open Letter to the Students

il
I

Dear Students,

My aim in writing this open letter to you is to help you achieve success
in the examinations. I believe that success in examination is not a matter
of hard work alone. Examination is a technique and you should master
this technique for best results. Many a time, I have observed with great
sorrow that many hard-working students fail to secure good marks
despite “burning the midnight oil”. What is importantis not simply how
much you study (time) but also how you study (method). As a teacher
and examiner for more than four decades, [ have gained useful experience
which I want to share with you. Some do’s and don'ts for success are

given below:

¢ Always be regular and punctual in the class. You will have to
study for hours together what you can learn in just 45 minutes
in the classroom.

¢ Devote a couple of hours daily to read and revise what has been
taught in the class. This will put the topic in your subconscious
mind. Students who mug up the entire course in just two-three
months seldom fare well in the examination.

¢ _When you are preparing for the examination, prepare Very brief
notes jotting down the main points for each topic. Emphasise
conceptual clarity and learn the basic concepts or key words. Go
through the ten years’ papers to find out the nature and type of

questions asked in the examination.

¢ The day previous to the examination, read these brief notes. Avoid
reading the book at this juncture as it may create mental tension
and examination fever.

¢ Read the question paper carefully and select the questions to be
answered keeping in view the instructions given by the examiner.

¢ Analyse each question carefully before answering it. Design your
answer according to the requirements of the question. For
example, if the question says “describe” you have to give the
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An Open Letter to the Studentg

meaning and nature of the topic. But if the question says “discuss”
or “explain”, you should give arguments both for and against the
idea. Time spent in planning the answer is a worthwhile
investment.

Divide your answer into suitable paragraphs. Use a separate
paragraph for each point. Do not write long and uneven paragraphs.
In the first paragraph, show to the examiner that you understand
the question. Give pertinent answers without beating about the
bush.

Give brief and pointed answers. Don't stretch the answers too
much. But give relevant examples.

Wind up your answer by summing up the main points or giving
your final opinion in the concluding paragraph. Remember the
last impression influences the examiner’'s marking.

Divide your time logically among different questions. Do not
devote too much time to the first question at the cost of the last
question. When the examiner indicates all questions carry equal
marks, he expects you to devote equal time and attention to every
question.

In answering questions requiring your opinion, give views on both
sides and then give your own judgement.

As far as possible don't use the first person. The third person,
e.g., “it may be said in conclusion,” etc., is considered more
appropriate.

Before submitting your answer book, check up your roll number.
Have a quick glance through your answers.

After coming out of the examination hall, forget about the paper
you have done. Think about the next paper only.

With these ideas, I place this book in your hands. You are the best

judge of its quality. Please feel free to wr
to me. Your views will he]
editions.

ite your frank opinions/suggestions
P me in making improvements in the subsequent

With best wishes,

Yours sincerely,
Dr. C.B. GUPTA
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This book has been designed as a text-book for Paper BC 5.1(b) Semester V and Annual Mode
of B.Com. Course of University of Delhi.

Distinguishing Features

¢ [ull coverage of the prescribed syllabus.

¢ Systematic arrangement of topics strictly according to the course contents.
¢ Tables and diagrams to illustrate the text.

¢ Lucid and simple language.

¢ ‘Unit at a Glance’ at the end of every chapter for quick revision.

¢ Test Questions at the end of every unit for self-examination.
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e Product Standardisation and Simplification ® Product Differentiation ® Product Life Cycle
e Steps in New Product Development  Unit at a Glance ® Test Questions.

5. Pricing Decisions (Pp. 14) ® Concept of Price ® Significance of Pricing ® Objectives of
Pricing ® Factors Affecting Price Determination ® Major Pricing Methods e Pricing Policies
and Strategies ® Geographical Pricing ® Product Line Pricing ¢ Discounts and Rebates
e Unit at a Glance ® Test Questions.

6. Distribution Decisions (Pp. 30) ® Meaning of Channels of Distribution ® Importance of
Channels of Distribution ® Types of Distribution Channels ® Choice of a Channel of
Distribution ® Types of Middlemen ® Elimination of Middlemen ® Functions of Distribution
Channels e Distribution Strategies ® Wholesaling ® Retailing ® Importance of Distribution
Logistics ® Elements of Distribution Logistics ® Unit at a Glance ® Test Questions.

7. Promotion Decisions (Pp. 24) ® Meaning and Nature of Promotion @ Importance of
Promotion ® Communication Process ® Concept of Integrated Marketing Communication
(IMC) ® Meaning of Promotion Mix ® Elements of Promotion Mix (Tools of Promotion)
* Factors Influencing Promotion Mix ® Promotion Mix Strategies ® Advertising Decisions
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8. Developments and Issues in Marketing (Pp. 19) e Rural Marketing ® Social Marketing
® Online Marketing ® Direct Marketing @ Services Marketing ® Green Marketing e Unit at
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This book has been especially designed and written for Paper No. 5.3 (a) Semester |
of B.Com. (CBCS) and Paper BCH 4.5 (a) Semester IV of B.Com. (Hons.) (CBCS
Course of Delhi University

SALIENT FEATURES

% Chapter outline to indicate the contents of each chapter.
“ Full coverage of the prescribed syllabus.

% Examples from Indian industry.

% Tables and diagrams to illustrate the text.

% Summary for quick revision before the examination.

% Test Questions for self-test.

7% Case studies and Project Reports.

% Lucid, simple and easy-to-understand language.
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Entrepreneurship
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