
Short Answer Type 

Q1. Briefly enumerate the important sources of recruitment. 

Answer: The important sources of recruitment are: 

a. Internal sources: It is the process of recruiting employees from within enterprise. Generally based upon seniority of employees. Internal sources of recruitment 

enjoy economy of time, expenses and resources. 

b. External sources: It is the process of recruiting employees from outside the enterprise. Normally based upon the merit of employees. External sources are not as 

economical as internal sources. 

Q2. What is meant by recruitment? How is it different from selection? 

Ans. Recruitment is the process of searching for prospective employees and stimulating them to apply for jobs in the organisation. The purpose of 
recruitment is to stimulate and attract more and more job applicants for different positions in the organisation. 

The differences between recruitment and selection are: 

Basis 

Meaning 

Stage 

Nature 

Recruitment 

It is a process of searching suitable candidates to fill up 
vacant job position 

Recruitment proceeds the staffing function 

It is a positive process 

Q3. Define Training. How is it different from education? 

Selection 

It is a process of screening and selecting the most 
eligible candidates and offering them jobs 

Selection starts where recruitment ends 

It is a negative process 

Ans: Training is a process by which the aptitudes, skills and abilities of employees to perform specific jobs are increased. 

Basis Training Education 

Meaning Training is a process Education implies 

by which the increasing the 

aptitudes, skills and overall knowledge 

abilities of employees and 

to perform specific understanding of 

jobs are increased. the employees. 

Scope Narrow scope as it Wide scope as it 

relates a specific task leads to overall 
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Ans. To resolve this problem, training should be provided to employees. Also to attract skilled people, the recruitment can be outsourced. 

CASE STUDY 3: A Public transport corporation has hired 1000 buses for the different routes for the passengers of metropolitan city. Most of the 3000 
crewmen (drivers, conductors, helpers etc.) of these buses have been found to be wanting in satisfactorily dealing with public and daily commuters. 
They seem to be little interested in the job and the job seem to have lost all meaning to them. 

Questions 

As manager of the public transport company what measures do you suggest to improve the working of crewman in question? 

Ans. To improve the working of crewman, following measures can be taken: 

1. Motivation should be given both financial and non-financial to develop their interest in job. 

1. Training should be provided to them with regard to soft skills. 

2. Is it possible to modify their behaviour by planning a suitable type of training? Suggest one. 

Ans. Yes, training will definitely help them to modify their behaviour. Training with regard to soft skills will help them in dealing with commuters 
politely. Motivation will also help them to realise the importance of their job. 

CASE STUDY 4: Jayshree recently completed her Post Graduate Diploma in Human Resource Management. A few months from now a large steel 
manufacturing company appointed her as its human resource manager. As of now, the company employs 800 persons and has an expansion plan in 
hand which may require another 200 persons for various types of additional requirements. Ms. Jayshree has been given complete charge of the 
company's Human Resource Department. 

Questions 

Point out, what functions is she supposed to perform? 

Ans. The main function Ms. Jayshree is supposed to perform is staffing. It is the managerial function of hiring and developing the required personnel 
to fill in various positions in the organization. 

What problems do you foresee in her job? 

Ans. The problem that she is likely to face is of appointing right people at the right time and at the right place. Selecting the required candidate that is 
suitable for the job is rigorous process. For this right source of recruitment is to be selected. Training is the part of staffing. So, arranging for the 
training is also expected to be done by Ms Jayshree. 

What steps is she going to take to perform her job efficiently? 

Ans. To perform her job efficiently, she should take following steps: 

1. Staffing plan should be developed to estimate the manpower requirements. 

2. Proper authority should be taken to appoint the required staff. 

3. Selection test and screening shall be designed for selecting the employees. 

4. For existing staff training sessions must be designed. 

How significant is her role in the organisation? 

Ans. Staffing has important role in an organisation. Managing the people element is pre requisite function of any organisation as it serves the basis of 
level of efficiency of an organisation. The success of any organisation depends on how effectively this function can be performed. Human resource 
department acts as link between workers and management. Handling grievances and complaints in an organisation is an essential part of the duty of 
human resource department. Staffing does not require a separate department. Staffing is the function performed by each manager. This also helps in 
utilisation of manpower 


