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IOl l.(. I: MANAGEMENT AND I*EADERSIII[

1. MANAGEMENT AND MANAGERS

The functions of management hrough other people.

an nt: This is regarded as tlﬂLaL‘.O_f.BE_“iJlEL?ﬂDgs_dq_ng_L gh people.

There are two main approaches to functions of management.
1. Henri Fayol
2. Mintzberg
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1. Henri Fayol T
‘Fune Ii:'lh".*",'-'g" ':Deii:.'rin!iﬁ-ﬂ-_,-'-'-r' .--"'i".t"',n"e*'.'- 7O _‘I'_.III_.“_I__ I e B I" ,.;c
1. Planning This involves setting aims or targets with the objecuve of gving t] requires
organization the sense of direction and purpose. Furthermore. 1t a 50 S G
to plan for the resources to achieve these aims. For example, ifa com?i dyw'll
aim is 1o double the sales of cars in the coming year the resources needed Wi
be better advertising and supegior quality cars. -
2. Organizing Mangers must assemble the g&gurces that they need to carry out the actions

y T o b = . = —_—
set out in the plan. Jobs need m{ii e organized within sections OT departments

LY
and authority to be delegatdfiis:

e at jobs are carried out. For example, the
goal of a manufacturing hi
goods. The tasks such a

ay be to produce and deliver qualit_y
#ring and packing need to be organized 10
achieve this goal. W
It is the brining toget _-_:I___‘_:N

3. Coordinati ng

_%?%nts o develop a common

approach, BEGgmpany goals tapieachieved.

4. Commanding | A manger shoul@1€atf*his workforce ifi"8{f¢H"a way that all his instructions are
,;:s"ﬂs:-:»'au»,-,-" ple; J?‘-.fle-: B Sl o B Bt e 55 and
fra meetintdeadiingds i) Gasndis Do \Sny RN

5. Controllin@* {xTé'e¥al uhte theipetformaiite/dP<ibrRerd Wimaageishbita haveithe ability to

keep a check on the performance of his subordinates and identify weak and

strong areas and should make his best effort to correct the problems.
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2. Mintzberg
'Funchions/l MifiDeseriptiont il ibis s iy
1. Interpersonal

'L'.;i ,'I'"' II..:“u_fu' Sy o

1. Figurehead: Asa l"gurehcnd Insmh is 10 act a5 2 symbolic lcndcr and deal
with social and legal issues

2. Leader: As a leader, his job is to recruit, train and motivate employees so
they perform the tasks willingly T '
r_‘“nct.ﬁ)
JERLS QL:’,,U\%\ 3. Liaison; Lastly his job is to act as a liaison and ensures that he is well
VY ol linked with managers and leaders of other departments and organizations.
1. Monitor; Look for information both internal and external that is relevant to
Coley gri mr.,.,.“wthe organization and look at their teams performance and welfare.
b Wueple & et
Cnbovimedt ou B, 2. Disseminator: Sending information to others in the organization.
iV\-l'u-wgl LN L e (e

—— e

2. Infonnatlon 13

3. Spokesperson: Acts as a spgaker for the organization. This aims to transmit |
Shedde Walober s o
information about organiza In’l diand its goals to the people outside the :
organization. . o) ‘
3. Decision 1. Entrepreneur: As an en 1"' enr, he continuously looks for opportunities
U \ fncos e and takes calculated ris 4
- \ - :
e bidaly nW¥evcs 2. Disturbance handler dealing with unexpected and |

R A Coveny A\ | circumstances and ¢

st b TN | 3c.iuk

Gu Yo beg
e d WA

-4, Negotiator: LASH¥#e represents thedd
conff~y S0 Ruying

negotlatlons wh1ch can range from dnscussmns c:-ver take overs and mergers

2. LEADERSHIP
Definition: Leadership is defined as the art of motivating people so they perform the assigned
task willingly and efficiently to achieve a common business objective.
Leadership roles in busmessCS.e.th--&g ouhm’r‘ »\f&\
R’Dlé""?‘;-,;‘ v.-wl-.Jx-l'-.‘?.»DescriiJflUﬁ*» R ." ﬁ' -’\I T""l -~ R G "'..'I" "‘"’ e
1. Directors They are senior managemf funcuonaLd ianmenm e.g. Markenng Du’ector
Finance Director étc. Their job is to se _goals for their respective department, _

help is recruitment of senior staff and develop strategies to carry out tasks set
by the board of directors.

2. Managers They are responsible for setting objectives, organizing resources and
motivating staff to meet organizational goals. They are answerable to the
individual’s senior to them and have authority of staff junior to them.

3. Supervisors | They are appointed by managers to overlook the work of other people. They

lead teams, act as work colleagues and ensure that the workers achieve their
appointed targets, e e

’”~

AATIK TASNEEM | AS/A-LEVEL: BUSINESS (9609) | 03041122845 -

Ronnn —3fge —» Duceadrs =3 Menmqury — Superviion

ow
hiﬂff:(ﬁbas‘
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4. Worker

AS-Level - Business (9609) - SECTION 2 — [Pcople in Organizationy)

Reﬂresentalives

Qualities of 3 Leader
There are several

qualities of an effective leader. S i that leadership qualities are
bom, whereas oth . Some studies argue pq

They are elected by the workers, either as trade union officials, or

representatives on works councils in around to represent workers interest to
the managers.

ers believe that they can be learned and adopted over time. Some of the key

ualities are mentioned below

1. Self Confidence

R e T R A e T L oo e
S ﬂﬂ“ B A g T D P s
Q e tY-:rt’jﬁ}a’ l‘-'-".":ﬁ'-?‘-:“'"-‘Ji'-ﬁ "3"{5*"*‘;‘:' i

P e LR R g

will get there. This gives them the motivation to pursue their
dreams.

; ; R O o e s B e e |
A Reseripbon T e R e e |
Leaders have a natural drive to succeed and are confident that they

2. Give strategic direction
e

—

Leader communicate the strategic direction to their employees.

Example: Steve Jobs always stressed on innovation and creating a
point of differentiaty
today.

on which became part of the Apple’s core as of

3. Inspire others

Leaders tend to crea{e

the CEO.

L 4. See the big picture,
think the big ideas

5. Emotionally intelligent

by intelligent, which means they

7 Resilience 47

and persevere in crises

understand ‘the emotions of the people around
them wh g, better decisions.
6. Willing to make They a ip@patar decision that in the best interest
unpopular decisions of the ¢arintlude Steve Jobs and his

8. Multitalented

They are multitalented which allows them to connect with various
individuals from their business and understand discussion about a
wide range of issues related to their business.

3. LEADERSHIP STYLES

ition: i to the way in which managers take decisions and
Definition: Leadership style refers ‘ ‘ d
communicate with their subordinates. There are THREE leadership styles in a business:

1. Autocratic
2. Democratic .
3. Laissez-faire/Free Rein
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1. Autocratic

Definition: It is centralized eadership sty /le wlhere' the Ieadt.:r keeps all the _df:cision-rr?a_!.cing at
the center and dogs not believe in consuiting with hss'supord.males before taking a decision '

There in one way communication and workers. have limited mfgrmat}on E.ibﬁllt the organization's
workings. This type of management structure is recommended in a situation where the workforce

is inexperienced and unskilled.

r Advantages

Disadvantages I

1 Itis effective in times of stress gnd
_emergency since deisi ing is fast and
valuable time is not wasted in consultation,

!

2 Iis effective since the staff need to be told_
exactly what to do and when t0 doit.
Groups/teams often require authontative

direction and leadership is sometimes

necessary. This removes confusions and
streamlines activities.

3. The focus an the task rather than on
suggestions of ways to perform. Businesse
that focus on the task can develop a

competitive advantage through increaseg
productivity and keeps company secrety
since employees have little informaticg
organizations.

—

2. Democratic

GideciSTorSnyARI
] y r‘g‘i‘?ﬁ?‘?;'t i ¥

e ? JF 3 T o LA
decision. This type of management structure is r

leadership to perform effectively and autocratic |

! 1}‘ Autocratic leads to lack of innovation and |

e T . . = .
ecmh ation. This can lead to ineftective

1. Since there is no discussion from the staff, |
the workers might be demotivated since they
are not allowed to express their option on the
subject matter which leads to fall in quality
Problems with demotivation can be high

absenteeism, high labor turnover and reduced |
Rborproductivity. ——

pducts be developed and makes it harder for

se autocratic leaders take full l

dsibility for team decisions and review of
S\ work.autocratic leaders are extremely

courages subordinates to

RIe At OfHa dback is
5 egnsiiited Befos zation of a

commended in a situation where the workforce

is experienced, skilled and are internally motivated. Examples: Google, Apple, Toyota etc,

| Advantages

Disadvantages

1. Since there is discussion with the staff, the
workers aLr_e__r_n_oliga}eg since they are allowed
to express their option on the subject matter
which leads improvement in quality.

2. Democratic leads tQ innovation and better
final products and decisions. Since several
employees will contribute contributes to the
idea form his/her own experiences which not

only refines idea but also give the company a
| competitive edge.

1. Consultation activities like quality circles
_can be time consuming which can cost the
company in the form of productivity.” —
Employees spend more time discussing rather
than actually putting the plans into action.

2. Since employees would have information

there is a chance of an information leak.

Example an employee might transfer key

ipfnrmation about a new product to a rival
irm.
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3.Si i

Chi:t;c? there is g two-way communication

Eharn el man explain the problems to

\i}hg' g;;;ﬂm an'd help clear any confusions
net : sto efﬁc:ency in the company’s

activities — — ——— __—

3. This leadership style is effective is times of
emergencies and crises, since consultation will
waste time and make the business ineffective
against the external influence.

3. Lai_s.se'z-faire:’Free Rfi“@hbmwtﬁ_t\_ el gw e
mgxercisL rrll'laiti::-.: nc.llc—cen};?hzed leadership style where the leader allows the employees to.

inte ﬁcreﬁ;m_Em:SI'_'c'ggr!_trgl'qu;thm—r— waty of working, The management belicves HE}EISi_~
ol i Yy set broad limits, explain th(_: end result and let the workers choose their way of -
working This type of management structure is recommended in a situation where the workforce

1S experienced,

: _sklllcd and are internally motivated. Examples: Research companies, design
teams, advertising etc.

MLL:J-. { '{*—*"t"“"' "}‘j pt] ,

Advantages
1. (Same as Democratic)

Disadvantages ]
1. There is a lack of structures and some
orkers might not be able 1o perform well.
ce they would lack direction regarding how
i proach the problem and won't be able to
confusions.

e is also a lack of feedback as managers

e monitoring the activities closely. This
c to inefficiencies and demotivation in
thdaxBrkipree.

McGregor’s leadership styles | TheQy nd Theor

In order to decide the style of leade McGregor he iffed that it depends on the attitude of
the mangers towards their workers® sified managér@attitude towards workers into two
categories: X-type and Y-type

manag i

a4 ‘fn"".

lazy by nature, tend to avoid responsibility and | driven by intemal motivation and derive

are not creative. enjoyment from their work, they seek
E responsibility and are creative.

2. These workers will only work if there is a - -

strict control and there is a threat of 2. These workers will work if they are given
punishment of non-performance. non-finance rewards along with financial

- = rewards like job enrichment, more authority,
3. He recommends autocratic-style of training etc.

leadership in this case. Example: If the worker .

knows that if he doesn’t achieve his target, hg 3. He regorpglgpgs_democrailc style of

won't be promoted, that’s the only way he will | leadershipin lh!s case. Example: If the }v.rorkers
K _| know that he will be given more authority, he

Work. would be trained and be allowed to control his

way of working then he will work
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4. EMOTIONAL INTELLIGENCE/ EMOTIONAL QUOTIENT (EQ)

Definition: EI or EQ is the brain child of Daniel Goleman. Itis defined as the capacity of
managers 10 understand their own 1 emotions and the emotions of people around them. Recent
studies show that successful managers/leaders have a high level of emotional intelligence.

Goleman marked F competencies of emotional intelligence: S

- e hee Tt ] DS criDH O A 2 A A A Sl

/ ﬁ Self-Awareness | This states that a manager should be able Lo understand his own emotions

strengths and weaknesses. These individuals tend to be realistic about J

their analysis which helps them to maximize their strengths.

2. Self-Management | This states that a manager should be able to recaver quickly from stress

and should use his/her emotions in a positive manner, This is usually done

when managers show initiatives and self-control in times of crises

3 Social Awareness | This states that a manger should be able to sense the feelings of others

Gf(_ along with other factors to make intelligent decisions. This allows

‘managers to take everyong s perspective and get along with a wide range
of people. %\

4. Social Skills This sates that a manag
using those social skill
common business g

|
")

|

"k e

ettshibuld be able to handle emotions well and
ble to lead and motivate people towards a

A
.
T

Importance of EI to a businesses

—
TAAVARTAger i s “Description’i T e P
1, Motivated workforce Since mangy Med and inspire the individuals around
&_u RV ] therg they tivated workforce leading to higher \
= Emden LAY, productig{
2. Higher wages lndivid 1 earn more because they are more -
Wi o} eveyancy, | aware il nesses which leads to better self- EE
Sid "vane o f : ductivity at the workplace.
3. Developing Employges, LELaligws,manggsts 10 WOLE ectively ipdividually and as part of a
Ui syl sty ~ HtCAMERTRlloWSanater Sigp ""._p-,__,';-f'_ Hodahvith .
Faaph s, RN (0E nEt anay A dd a3 -$.|.'_|ii; :»‘fl 1‘13 =pey [
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(;x 1. MOTIVATION AS A

TOPIC 2: MOTI\":\TION
TOOL OF MANAGEMENT AND LEADERSHIP

Definition: Motivation is regarded as the driving force that enable workers to perform the tasks
e purpose of motivation =< that the workers perform the tasks willingly and

helps the businesses achieve its objectives of improved
educing the cost of labor umover and

at his best level. Th

not forcibly. A well-motivated workforce | _
productivity, minimizing wastage, enhancing the image. ©

low absenteeism etc. . :
Advantages of a motivated workforce L‘a] o (‘-\'5}_-—:“.-&\ __ L'f.‘&.':} - _
A AVAR AR o o TDescriptions I R A S b e
1. Low Absemeéism This reduces the 10ss in the level of output from the firm leading t©
more production. _
5 Low Labor Tumover | This saves the firm the cost of rehiring employees and TuMINg them
3. High Labor This adds to better quality products cheaply which helps the rm
Productivity Iin'iov higher profits & 1
3 Better brand image | Performance of thc_‘ kforce and motivated Tct.z:‘:’ creates 3 posiuve
corporate image Walvit eads 10 the firm to build a 200d empioyer
brand. 2 |
5. USP Uovique fewd 5] Firms with 2 mgi ST helps them gain 3 compesntive edge bY
) providing quali 9, customer service.
2. MOTIVATION THEORIES o2 .
that descnbe waysin which

=]

Definition- Motivation theones are -3’_(';
. monvanonal theones &=

managers can promote productivity in thet 1
1. Taylor's — “Scientific Managemen FTHEOY
2. Mayo's — “The Human Relations ;1
3 Maslow's - “Hierarchy of Need &=
4 Herzberg's — “Two-Factor Theory /

5. McCleIlandf “Mariv ﬂi"Tc :

1. Taylor’s - “Gejentific Management Theory™

F.W. Taylor was a social scientist who exp 3
workforce. He did this by hypothesis, studying and recording employee’s periomancs. Because

of this his theory was known as ~Gcientific Management”

main elements:
Elementci it “Description T e R e ) L R T
1. Work Study In this Taylor suggested to measure and analvze the Lask navssanvio

complete the production process He encourage divisien of 1abor
2 Time and Motion | This means that @E}i@?fe’ml_ﬁt&m&_bﬁ_&sgned and
Study in the rest @

iy

»
L
L

n |

recorded. He identfied the most efficient emplovess tain o

recordet
employees to the same standard
He believed that money and financial rewards are the anly way ©
motivate employees. Higher the financial reward greater the medhvaton
Taylor believed that the worker's cutput should be directdy hnkad 0
output through a system Knows as piece rate_He also dan sloped &

3. Piece rate and
money
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differential price-rate system to encourage more efficiency.

4. Close supervision | He also believed that workers should be closely observed to make sure
they maintain maximum effort.

Evaluation: Taylors work has several positive implications for the business world. His theory

provided techniques to reduce wastage and max output. His work really benefits production

systems of mass and flow production where high degree of specialization is required. However,

Taylor's theory doesn't take into account the non-financial rewards necessary to motivate the

workers. To conclude Taylor’s work is more useful in assembly lines and manufacturing industry

!.l\.h{)l’kﬁl’5."'-1"""""l thewrge A5 wve Qi e fo s f""'“‘t'vaa- Ol Ceeaderm SIS Biawen 5y et vy
ml-..'-. qﬂ;b ¥l oo Lowd  mscsag vt Fodlor Jlen Ceni'i (,M ,,

2. Mayo’s — “The Human Relations Theory / Hawthorne Effect”

Elton Mayo's research started off with the assumption that working conditions improve worker’s

performance. In his experiments, he conducted in, Hawthorne Factory he changed the working

conditions and there was no significant improvegient in the motivation. This marked that there

are other factors the lead to mmwauon HIS re marks ]}LR;E_ ssgmﬁcant conclus:ons

Element, o nitse il Description: 17 ; i ! A O

1. Benefits of the Itis not the change i

change must be motivation rather thy

communicated the change is in th

2. Teamwork He stressed that te

3. Control over work | Motivation goesal

ki

working and est

a
T
I
alr
4.
=
=

-" 3 hat leads to higher motivalion.

I‘E}Ew'
convmce the change is what

-~‘.:’£ S

3. Maslow’s — "Hlerarchy of Needs"

—\ [LSQML- Shork chﬁme.ﬁ

Respect from oihers,
recognition of
achiey emant

/ Soclal Newds \
Trusy, belonging to a group,
friendibip
Saluty Needs
/ T e 5{“7 ?‘w,, A Suan
QDG&.IL’ Pivysical Neads RN Se - l“b :
‘_\c}-—% Food, Shaltar, clothing
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AS-Level - Business (9609) - SECTION 2 — [People in Organizations) 4

1. Physical Needs: These the basic human needs that must be taken care of in order to provide P\
the ""fmkm with an environment in which they tan maintain a high-performance level -
Physiological needs include food, shelter and clothing, It is the responsibility of the management

10 arrange these facilities for all the members of the workforce. N

2 Safety Needs: 1t is the right of every employee 1o enjoy a sense of job security, pmtecnohrlou]d
Against danger, protection against poverty and should be fairly treated. The management S 2
ensure that the workforce is not operating in an unsafe environment and all the necessary safety

equipment including masks, gloves and goggles must be provided.
\

3. Social Needs: 1t is advisable for the firm to develop a sense of belonging amounts the
members of the workforce. This can be achieved when a culture where your colleagues support

you at work and sense of friendship and belonging as a team is developed.

4. Esteem Needs: The workforce will be motivated if the management recognizes their good
p!:rfunnance and keeps encouraging them. By gi¥ing recognition for a job well done by giving a
higher status and more independence this apprgi thican certainly go a long way in persuading the

employees to improve their performance eveng F:&’j
MR

5. Self-actalization: 1t is based on the philgd akan emp
allowed 1o control his/her way of working gf h

independently, and reducing the level of if
the abilities of the subordinates. Self-ac
achievement in the workers and prove
overall performance.

Evaluation: A basic advantage of M3 well it serves to interpret human
behavior and motivation. It has relé¥até@in modern-dayeapplications, especially in the world of

business. Managers, for example, can benefit from understanding their employees’ basic human
MAlow failed

needs of friendSRip, |8 s ST coditlly a; ! SHE
to consider l%ﬁo% hdﬁ%e mm \ﬁ o needs in 1
a quantitative manner whic makes | entifying the needs very difficult. y Self Actualization

is temporary and jobs continuously need to add value to maintain the level,

4. Herzberg's — “Two-Factor Theory / Hygiene Theory”
Fredrick Herzberg's research was focused on identifying factors that motivated them and factors

that demotivated them. Based on his research he identified two factors, Hygiene and Motivators

-_Hygiene Factors: These are factors that can potentially demotivate the employees. These

factors surround the job rather than the work itself. These factors include, company policy, E‘::"'ﬂ*-‘. 3
supervision, salary, relationships and working conditions. Ifthe§e factors are addressed they .
prevent dissatisfaction but on their own they don’t create demotivation.

-‘\.‘lg-\\ﬂ“

- Motivators: These are the factors that actually create motivation for the job. These factors

include achievement, recognition, work itself, responsibility and advancement.
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5, McCIelIand's~“hklc()}}\|1||0|1 \Nceds Theory L€ meew "2‘-&(_.;--'3’}

d McClelland was a social scientist who believed that every individual has three needs that
Dav ree and will shape up their behavior both in terms of how they will be motivated and

:]fg:;ctliitcic how other people should be motivated. The THREE needs urc _
[ Elementy P Déscription s e I T e A S e By —]
1. Need for People molwatcd by achievement need chaﬂcngmg, but not 1mp0q51blc
A.chievemcnt projects. They thrive on Uvercummg difficult problems or situations, so make

sure you keep them engaged
work very effectively either afg
2. Need for Those with a high need for g “"*L r work best when they're in charge Because
Power they enjoy competition, theyatitialvell with goal-oriented projects or tasks.
They may also be very ef _'-- '\ ;"n_‘ ncgamnom or in situations in which
another party must be cg

is way. People motwalcd by achievement

3. Need for

'bt,st ina group environment, so try 10 \
Affiliation

;b km&, alone) whenever p0551ble They

also don't like unce
tasks, save the riskyi

6. Vroom's — “Expectancy Theory}
Victor Vroom believes that people

1. meatwna] Force He belleves that the motwatmnal force is determmed on three vanables
and all three needs to be present to create motivation. Even if one of the elements is missing
workers won't have the motivation to do the job well.

2. Expectancy: Expectancy would be higher if the employee believes that an increase in his
efforts will lead to an increase in his performance,

3. Instrumentality: Instrumentality would be higher if the employee believes that an increase in
performance will lead to an outcome. chea | reol OLXE ovmae

4, Valance: How desirable is the outcome for an employee? If the value is high the motivation
will be high.
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ey Comfey Comy A& or V3 e S
O it ety b= U gL MOTIVATORS s
Lﬂ 3. FINANCIAL MOTIVATORS AND NON- . :
’ﬁ\ Financial Motivators / payment Methads | 3
. | Time rates / Time based 'ﬁgg__hb_&eflc:&_iul”&(_é;
31" 2. Piece rates 1y Tagects ‘
': 3. Salary. _ 1y »m.rmr..g; -2 e~ {:,qars,.
~ o b vesin fgiet
6. Profit sharing
E 7. Performance related pay P - i
|| s LTmeros / Time hased e i *“mk\'nw;;ours they Sfpcnd at the 2y oort R
" vagdares weely The employees in this system arc paid on the basll[sJ or:ih:l:::i):n;nglend 20 hoursfweek, .weckly y e
ko weate Bme yworkplace. For example, if the per h:\?:or{g;;ite -.E:ri;ges e oy prove 10 be very effccllVB_ i =
: hat strict supervision isrequired . .

E qur el aoe equals to $200. It is an easy W .
g lines but the problem 15 t ercient workers are 5 e o

.?;5:—"‘“@ when company that necds 10 meet dead e P that e i
D '!rc“ in ordcr.to a\'c;-:d wastage of time. Another cha B e s that e rihermore. business heeds to ibeidion
i e, DO paid by time and hence dlf'ﬁl?l.ﬂl to calcula@&lficiency- S
J ~employee supervisors and a clocking system L 2 the performance.
(4 ¢ B
S e poyment e o whieh ly paid in accordance with the level of :’::‘:— ::1;

This is a payment scheme in which an emf] -. ’
Qustries representing the secondary .
dogbee vl

[ Queds xies e .
Cen aek output or sales. This is normally applicab h kers 10
| comprmiscol . sector of production, e.g. manufacturin - aPPrfJaCth{OUTaSE_-" the wor s b aavial
Vel oyt we WOTK faster and produce more. Howevel gleterioration in qual]ty because the L frdans

Cugeet iy 4y, worker may overlook the qualitative fi ntion on the quantity only “_’h“:h —al

| Py tenlk b MAY cost the brands its reputation. Q& ardcd fairly. In piece rate if

RTINS machinery breaks down workers ar
A t"‘& Ak Tof.m 20

v~ Quared

| Deapion 3. Salary
M| e wmofietp. This is the anniia]
LR 24 ij-usually not pAIG oy

N directly into their ba

P%—-&.I f-vf\

LY e |
‘uod we podinto 12 monthly amounts
ped 1 y amounts. : .
P omaey Ees Yo, W =y s JaMJih"U Prmebeer b Lwr iy gt o beat
DAL B3 4..Cnrnmission — kS penenreAL 4 ey [ a6 Peres yua dad By peepia
A B 1y s the percentage of the monetary value - of the good being soJd. More the sales, more the e by
’ s :j
A

Bl vy - . i
bicim syl ayment. Itisa good way to boost sales since the staff has motivation to sell more. It is usuall
fonEe ey used in SHJ!:'.'.SJ.ObS. However, commission agents may damage the image of the company iflhey do .Sakeo
AT commit in order to sell the product. This might damage the company’s reput i 4
boost sales in the short run. ' y & repute as will only

DR A
fAu<, 5 Bonuses — fin cddiiiom LN

* Ronures ova_ A lum :

i p sum amount paid to the workers i ‘. .
P I . on a job well done. T ; P
N and usually paid at the end of the year or at iniervats during thzll:t::iﬁgég ;Z:M

Lruean ,

o "“3&0‘,(:1“_} o AL 4
PO ¥ o - T -t\-.q!‘
R o Lriecahy Nl TeeOhep
A var s onet oreg -'1 . .
e~ ‘t.-..:.'L1 ‘3-‘3-'\\--5 C Can, *11.[: [ F. T;_: e A
= gy .

A.A [}( A = o 0 4 4
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. Profit sharing ) . . L.
ﬁﬂkgmployw is paid a certain share of the profit in addition to the salary. This gives the employee
[ the motivation to boost the company’s profits. It is often used in the service sector whereitis
i difficult to identify an individual employee’s contribution to the increased profits. However,

St pregle (hese methods might be costly for the firm to operate and some workers might not be motivated
W aet” op put in extra effort as everyone will get reward.
:A'L““'wk E.""“I'!:"‘“ Fre cainag ,E‘ Lo l";r_h{";:l. .
v Y performance related pay (PRP) Sepacexy —3%1 Medhy Ecy -
This is a scheme to reward staff for above-average work performance. It is used for workgrs
whose output is not measurable in quantitative terms using a such as management, SUpervisory
and clerical posts. To assess their performance businesses often use a system_of appraisal. PRP
might be given through piece rate, bonus, and commission payments €1cC.

Advantages Disadvantages |
1, PRP creates a well-motivated staff. This 1. PRP’s focus on individual performance can
narrative is supported by Taylor as higher Mead to the divisions in teams and can damage
financial rewards will lead to greater Aithe team spirit which can lead to unhea]_thy
motivation which helps to retain and attract /g7ifi¥alries in the company. This goes against the
new staff, jngs of Mayo’s Hawthorne effect.

won't be effective against workers that ‘,‘i?:
otivated by additional financial ‘

sy This goes against the conceptof . |
g, Two factor theory in which he

sense of direction and a course to work
towards. This assist employees in plannig
their day to day activities, This can lead
increase in staff productivity. ‘

5
B
]
(=1
-
o.
b=
.
=1
=
=]
=
Q.
B
-
-
(=8
w

poor performance. This can le
absenteeism rate, increase labor produ

and reduce |,é,‘|:n’;- {&yantism might
rate and incredsetl 2 g with the senior

increase output whe
will reduce company's cost of rehiring.

Eveluediud _L-PQ{Ll
'.________'_'-————_ -

Non-financial motivators

o o 1. Fringe benefits/perks ' T&,rﬁi ol Beackiiall i Rhege Sidnckieny (Wl
Pags ] 2-Jen Rataton T Cn s B Quea e |
g 3. Job Enlargement PO B8 e ‘
ta=d| 4 Job Enrichment i M\ Boedidica | itk
:“th 5. Job I'E-dESiBﬂ b L sualidist | b i"“-"!..-f"\ KN
‘ot | 6. Training c PRP - ,
7. Quality Circles P,:_‘ > AW pen- T T

—

8. Worker participation Basccicn w _ ; W Lkl
9. Team working LAl SO S A PPV TG T
0. Delegation and Empowerment e,

AATIK TASNEEM | AS/A-LEVEL: BUSINESS (9609) | 03041122845
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higher-level

ive him/her a
s surance, club

1. Fringe benefits/perks the employee 1
‘ven separate from the pay 10 P ical in
These are benefits given S€p cash rewards and include company car, medi

employee status. They are non-

memberships etc.
' ific task
ed around and doing each speci
imited ime. then changing around. For example,

2. Job Rotation _
It is a practice in which an employee is m Sy
or moved to another department for only a limited lime an ' . i
26 p arketing. This techmque helps in career growin 0y
kes the workers more

finance manager temporarily shifts to the m ig. This techniqu
. 1 his is beneficial since 1t ma

giving the opportunity to learn new skills. T
flexible however doesn’t lead to empowerment of employees.

plexity. In this the level

3. Job Enlargement
This is when an employee is given more duties of a similar level of com

of complexity remains the same.

4. Job Enrichment ¥ ) | |
sinrichment. This technique involves adding_

Herzberg's research became the foundations g

more tasks and increasing the level of compléxhh
responsibility. This involves This process ij
encourages employees to take more resporg
i) Employees should make complete units#
i) There should a direct feedback on thef]
iii) Employees should be given challeng]

igh, job that require more skills and
uction in direct supervision and

Bcused on three basic things.
their contribution can be analyzed.

5. Job re-design
This is a process in which a job is re§fey

satisfying and challenging for the enifiloy
something from the job.

i

6. Training fEnfa & v U, doal 20 e Ve 5 7 °
Training is regardec ing the employee a new skill or improving a previous one. Training
can help employees improve their productivity since this teduces chances of accidents and helps
in creation of new products. Furthermore, it increases the chances of promotion for employees
which leads to higher motivation for employees. However, training is costly for the firm and
employees might quit the company once they are trained. 3 %¢<) % lceu~nyy .

T Oa twe 3% S) ol the 35

7. Quality Circles A Indvidnen Ygdiaing
This is the meeting of employees which are not led by the managers. Employees discuss work

related issues and tend o give creative solutions to the problems. The discussion that workers
have are presented to the managers for implementation. This is also supported by Herzberg's

-

idea of assigning responsibility to the employees.
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8. Worker participation (‘? o S ey |

This is an arrangement where workers are

in the dec £ at team or group levels. Worker participation can tak

encouraged by the management to actively participate”

e several forms.

‘Method: < Yoo 0ol Descriptiont roq oo

o F i N
P

& LAk ) - 5 -

1. Quality Circles freai
their work.

When workers meet regularly to discuss about how to improve

aspects of

2. Works Councils

Ma.nggemand_.e.mpiog.taes meet with each other to discussissues such as
working conditions, pav and training :

3. Employee
shareholders

Some firms tend to give shares to their employees This employee has a

ﬂn'anc_ial interest in the business and if the business grows the employee
gains in the form of high share prices.

4. Autonomous

These are teams of people who are given high level of control over their

workgroups working lives. They can appoint stafT, complete tasks and elect their own
leader.
9. Team Working ( {;';q.,l.;,[ﬁ;r.':wg,) _i:

Is regarded as organizing workers in groups or/g&a

mutual goals successfully. Gt

s 1o complete the work

These groups pursue

Advantages
1. Employees will be motivated since they 3]
be empowered to control their way of workfn;
and interact. This is also pointed out by %

Herzberg.

profitability.

4. Team working can w

enrichment since teams can be given a task to
‘—-"—___—-_ .

complete a unit of work. Example: Volvo a car
manufacturer that practices team work.

Disadvantages

a coherent unit.
w Iy

working requires workers to be trained |

L

0 TR Oitifeohgati zation and
AT RNmES UNiOSrotess 2A 16
go through several stages before it can work as |

10. Delegation and Empowerment

The method aims at passing down the authority to perform tasks to workers, although
empowerment goes further by allowing workers some degree of control over their way of

working,

ri'__:_,_ﬁ_u'l_v

C’ 2
U{.jc-]? Con ey ddewstivete

"lL.-. Aeyla Y o fo ’t:;‘_L L

oy ~ warhen fef YVimaca ey da
AL~ Cneanceqy o!l P vmehes Siale ey o

T oty o

'—‘]C-.!-‘-._. Ve (“\"-'KL-\

’al—‘M"‘- -\t‘*-jl-.-’ &\""-J. .

Le

] e L d !’t‘ tb'-lljlq,_a.i

AATIK TASNEEM | AS/A-LEVEL; BUS?NE
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TOPIC 3: HUMAN RESOURCE MAN: AGEMENT

ki PURPOSE AND ROLES OF HRM ects of
HF:\ It is regarded as a management function that deals Wl:jhrz?;? ;nssaxifih the firm

ataﬂ pertonuame The HR department ensures that employees have goo achieve a competitive

in order to enhance efficiency and minimize wastage with an objective to

ning, lnducllon
advantage. Some of the functions of HR include recruitment, selection, training, Induction,

agdvice, puidance, workforce planning,
ALCRtAGCY idegiulialy

1. Workforce Plan
Definition | Workforce Plan: It is a plan that assess the current wi workforce-and “G"onmccejg?
to meet businesses future labor needs. This is drawn before the firm recruits, selects or trains the

emplovees Main features of a workforce plan include what type of worker is needed, the
relevant skills as well as the location where they will be employed. Several pieces of information
need to collected:

1. Sales Data

2. Labor Tumover

3. Average increase in wage rate
4. Level of technology

J

2. Labor Turnover

Definition: Labor Turnover is regarded a ite § h employees are leaving an
or:zamzaucm Lower the labor turnov er t it IS¥ORtbe business. It can be calculated using

= : Xl - x 100
Labor Turnover = = mmmumb%hyus

2
= =
...,
E=
Ea
t"“
3 =
1=
o
=
i =3
=
=
=
1o
4:
]
-

Advantages and Disadvantag

TR T4 _Lﬂ“.lr::; =
87 T

g e A 10 0REURLG 08t "'.1. recruiting
by the new u.orkers This can lead to creation | and training 1he new staﬂ‘ This can result ina
of innovative products and better methods of | reduction in profits.

production. |

(@ﬁutput levels and customer service might
ecr

2. A business that is planning to reduce ease since it will take time for the new '

workers will find this useful as they won't staff to hired and trained and until they are not
have to make them redundant, hired the company will produce lower output.

3. The poor skilled staff and can be replaced 3. Since employees would be less loyal it will

with a better skilled staff. lead to difficulty in planning and building

long-term company strategies.
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¢ ACHRNCT
cd for anew

2. RECRUITMENT AND SELECTION
- %l i
: dvertising the

t -t is regarded as the p'rg_gqg__s_l_h;uid_cn_tij‘t_gsvl}u_: ne
Joyee, define the job, draw up a profile of an deal candidate for the job and a
osition. There are TWO types of recruitment:
1. Internal Recruitment
2. External Recruitment

ition | Recruitment; It is when the firm advertises within the business premises.

Examples: On company notice boards and through company emails.

Advantages and Disadvantages of INTERNAL RECRUITMENT
| Disadvantages

—— Advantages

T Since the employee already knows the 1_It also can creatc an atmosphere of

strengths, weaknesses, and culture of the competition that can be counterproductive.
essured to competeé with

organization there would be no need for Employees may feel pr
_each other to be consid

ered for a position

induction training, )
{furing an internal recruitment process, and this
2. It is a motivational tool for employees, Sincgy i create conflict. \
managers would be promoted to higher posts I \
leading to greater job satisfaction. ; N hen you cecruit internally, you are \
Ring with the same set of ideas that you \

fifihen the process started. Internal
ifing has a way of limiting the flow of
< into a company that can help to spur

ihd development.

3. [tisquickerang cheaper than exierna
recruitment methods which involve ,.:1'5}‘,:
aqvertusements and long selection proce,
EyalusXivey T javtraet 1N —ste B

A UFTL GrTou -ﬂ ap@(n_).,"i:u-\-
- g redermendest v erd mf‘-"‘m"‘c
ts be —Tsr_vb -rn-('\n“' L a Y- 2N l'(_f-‘__‘-ﬂ-'if‘%

vhean 4 R e
I T i gkt Y Ale Buavesy Jows

| recruitment the organization can
short, as someone else needs to be
iR for the position of the employee

e~ W . iy I g O
Definiti e S 00, 56 SRS Wh g Rl
ehimtion | 22 1 UG AL L | LET] en i W € GIITEE ¥ teid Bithe b ine

RIEMISES- Examples: In universities, govt. job centers, nespes, career websites like
Jobtrain.com etc.

Advantages and Disadvantages of EXTERNAL RECRUITMENT
Advantages i
Advant : Disadvantages
1. It allows for bringing in new ideas External | 1.Itca l
. . eas. ; n take longer and in
recruitment prqv;des an opportunity for a fresh | from within the gr aniz EL!_GSt et
outlook on the industry that a company may gamzation.

need to stay competiti
y competitive. % It can also damage the employee morale
e o ecause current employees may thi
hire specialists. External their chances for prom{nion T:r\i:hll:a’}j:izns
: a

candidate opens up many opportuniti

: : es to find | dec ' ] Vi j

expe.rlenced and highly-qualified and skilled resse i e mrocuctivity af the cmpioyes.
c:f_mdlc!ales who will help a company meet its
| diversity requirements.

JE
mkc:l;rnn‘lbemployees need to be trained and it
me before they become productive. This
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adds to the cost of the firm and reduces

3. The organization is not one employee short, th
profitability.

as compared to internal recruitment.

4. It can act as promotional tool for existing
employees to work harder so that they are not
replaced by a better qualified external

candidate. [

Definition [ Selection: it is regarded as a process in which candidates arc.s ited and 2
using multiple test and intervigws out of with the most suitable o hosen. The following

#

b

techniques are used in the selection process:
R o

i1 |'|r:|'.'}-::|'.f*1:,'-‘;'..-'.‘-T""jfifr;'*'f“"-f,-‘.'-' LFEWLT f

Y
W

Techniques i D eseription L aHa g i
1. Interviews Here the short listed candidate is asked to meet the interviews face to face.
This is effective as it allows two way communication however some
individuals might be good with taking interviews doesn’t me that will work

efficiently as well. b
2. Psychometric These are used to assess [igic ndidate’s personality traits e.g. honestly, ‘
Tests commitment, ability to a particular role. il
3. Assessment Here the employees ar d to a variety of selection techniques over
Centers a period of 2-4days. T es interviews, simulations, role pays,

; nd of techniques they are more efficient

“) oller wveeaSials| psychometric tests e

GA o Selediswn peggiOWever are more eX e e-consuming.
Defiverioa diugy — - -
How recruitment and selection can i a bus performance? [ 3 MaReT] ,
[ Benefits i | Limitation I
1. CoptliHitiithe short term: Since employees

1. Meet customer needs: Since empl

would be competent they will mai
quality standards leading to more

' I ..}
» ?w I r " =|‘..l:l". |.l"'|;r]l':ill
new ideas ab@¥ptaddttiantdipr

will help the company develop a competitive

miliar with the business’s
customers it can lead to errors

: :-.II I‘“‘ ‘if M
Ry t processes

ssment centers and
edge. interviews. This puts the profits of the firm
under stress.

3. Customer Skills; Employees will respond to
3. Need other elements: It must be coupled

the needs and complaints of the customers
more effectively which improves the brand with effective training and motivation. On its
own it can't produce results.

image of the firm and helps retain customers.

3. EMPLOYMENT DOCUMENTS
There are FOUR key documents used in the process of recruitment and selection:

1. Job Advertisements
2. Job Descriptions

3. Person Specifications
4. Contract of Employment

Scanned by CamScanner
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* 1. Job Advertisements

AS-Level -
S O P T r\":*_-,ew-th". an.)

Definition: This is an advert that co
employees. Depending on the type
It usually contains the job title, loc

2, Job Descriptions

Business (9609) - SECTION 2

= [People in Organizations)

r}u,.mfl%{-m Comn byt

[: 3 - ”; W'l"be)‘l

ntains sufficient information to attract and engage potential

o.f the job it is placed inwers, internet, magazines etc.
ation of the job, salary etc.

Definition: A job description is detailed list of ke

the relevant d

benefits both the employer and thé employee:

. 1s detailed list of key points about the job_to be filled. It has the all
Eﬁi‘-ﬁMﬁb, from the job titlé to the tasks and responsibilities involved. It

Employer

Employee

1. Helps judge an employee's performance.

2. Used in interviews to form questions.

i

|. Helps them to consider whether they should
apply for this job or not.

2. Employee will know their tasks, this will

,r“s,;,m Definition: It is_a. legal agreement bef}
'_...JU"y terms and conditior he- '
L

e

v

S

A
o
MV”)
“ 3"*%5— :
o

D.ﬂ_:"ru (1%} E_i-j-r

.

. Y 'x__g_r'{"" -

i N Tl o)
- 3
1-\;."

el e . Ar ..\'Iu M

B S N eet
b, ¥

q___}

L At Yo
3. Know exactly what makes up the job and its gssist them in planning their activities - e ey
relationship with others in the organization. ow cordingly. d oy ?L'k"“] .,
Cow 'H'LE_\‘P e—\JL'q_,.).uLc-,\l: ol Ty TL"‘&IH 1\..-_1 N

3. Person Specifications °) M wapron
Definition: A person specification is list of &l
applicant needs to have for a specific job. E
includes good communication skills, extrd
degree.

A Feata Cy
4, Contract of Employment

qualities and qualifications that an
iLis a sale job the person specification
W b

spaliy and a minimum of a bachelor’s

el Me ke cndd o
M= WL IR c&cﬁ R
i ee which highlight the

des all the details of the job like the,

df’(‘h\v: ol L.-.
1' bt o] o

Weay 3

Q_,M{_'\‘\-"\-Sﬂ—!__ tS
tra v en c:}\-..n_pl -
A=

pame, the number of hours of worké#

Advantag
|_Correct Displifes: 1
particular aspgotgf dietetnplby ppdy arh
written document can be used as evidence if
necessary,

2. Structure and Security: Employers usually
feel that an employment agreement creates an
enhanced degree of organization and structure
in the work relationship. For employees, an
employment agreement can provide a sense of
stability and security, especially il the
agreement lists the time frame for the period of

employment.
FP Y

. ' l . H
details of the employment. g cither the

employer or employee desires a certain wage

P (20T 5 e ¥ i) [Froil

Disadvant pes

I
{

A “
BFTA] Ti¢]
.

i ihe flexibility
byttt araigemehV Hioften limits
the ability of either party to renegotiate terms.

!::il LIEnQITL NS

2. Good Faith; The contract implies that the
employer must act in good faith and be fair at
all times. This can lead to some unnecessary
legal actions even if the employee/employer
wasn't at fault.
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rate, for example, they can specifically list this

in the agreement. 11 allows fo_r both partiey to
negotiate the terms under which they are

willing 10 coo erate with one another. ' Y
PN T=§ or DAY PO FIOR~y oy Syl !
4. DISCIPL,

ISSAL
INARY PROCEDURES, REDUNDANCIES AND DISM
1. Disciplinary Procedures

Lora fve 2, ‘L\ AR LA - ilr_.hl <
(=S WY e ]
1 . These are procedures t}

H ork laﬁ_li:_f.ll"ld
1at state what behavior is unacc .S L flieOckp
what actions wiil be taken if the
Categories:

ized into THREE
’ t
ules are broken. Issucs can be categorized into

- Poor’l?erfpggagncc: This is when
m:?lfiﬁg careless mistak

the employee is not meetin
should consider trainin

g standards, e.g. being !alc to woirk,
€S, wasting time etc. The employee should try to address the issues anc
& the employee,

= Misconduct: This

is when the e
Managemient shoul
|
|

dissue a verb

mployee fails toy
al or a written

- Gross Miscondyct: ok

his includes a violati
fraud, sexual harg

us nature. Example stealing, committing

Ssment etc, Here the emp ntly dismissed Wwithout a notice or

Wamning,
. 2. Dismissa]
| H'H . .

1] 10 Incompetence or the employee

| breached ¢ should alwa that th
i dismissal i . e e .. YS ensure that e

If the dismissal w i 1 i it 2 ;

€cause of discrimg

SWAS fired due 1o
& € employe

pPersonal Téasons, or
€ ¢an sue the

Ad term thy .
M =Deing [ﬁ usi , COVersawldE ) .
i - Dusines _ range
R ualjy a,_d_dlye_rsny Policies tg anq, o M Oyee. Organlzﬁli()ng . of t‘acﬂmgs that are
Ve Ay ----—HDEE-!EJ}!N there i no discﬁmin ; ave S‘aﬂed_ﬂ .
~ - g . a
i:&t‘ e o 0N athe Workplace.
6
| bur @
", . V"""“"‘
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Definjtion | Appraisal: Also known as development appraisal, measures an employee’s —

‘.iEC"ﬁJIﬂ.‘_E_tpcc with the aim of offering training to ig_rr_gc_:t_an_d_sﬁancomings or achieve further
m Lovement. There are several advantages of this system: ] T3 up
M LT o iy Deseriptiomyvii i bt aseling ! § e . *ab,
- take action Employees are encouraged Lo take action 1o help the business achieve its \ o
I
e

T = 1 — T AL e m L auely
A, Sl A TR 0 0 g Y B R T
"!"-. f-l""';‘\'&-- ‘I“':N"’:}j‘ 1[-"|'|'h"-vd-" 2 AT e et e

objectives which will improve the relationship between employees and Seqd
managers. . : i : = 30 ¢
employee ‘ Since the worker will enjoy his work this can improve his/her pe orTnanc:_\ L
3 et ehavior cn}_mncmg productivity. iy te e Y nw-«'\_‘u Gy 1 A wSusmen iy Fealeassy
 Sentify staff This allows the company to train staff according to the needs of the \

traini «  ap s
ning needs individual and the company.

HR:“_. Wellare and employee morale )
Work-Life B e: Ttis called the time an employee spends on work-related duties

"%heﬁmc spend on non-work duties sych a fun activities and family time.
1 D;‘;:““'g . Problems o i sese fihe7 o Solutions

2 In age their health , Setting realistic targets oot o= A L¥ART CAtess)
- ‘ncrease stress and endangered their safety i A

work

3. High labor turnover

4. Loss of productivity

5. Potential legal action by the

it "'—""\ - '?fa-n\;‘_ [TV

Policies for Diversity and Equality

Definitio iversity Policy: These ag#i

workers f ' i
orm_fl_[ qll_ff_erinl age_s,_EaC :

N

L oyees L‘T“'\ﬂ.ﬂ:—\)‘-\ "(-rt-_.n_,_;-;\\ \
How flexible hours Usnve ot Wae .ﬂmr-hh \

w them to work online ©_ 3 s e 4k 2e )
Lt P e -
LTS = \)

h\}.b Q, L"“,\ b - qc_.h....\;_’% AT Y I P

hat the organization has a blend of ol e,
itures to create a mixed workforce. ‘

Advantages of adopting Diversity a
- Advantage’ |:Deseription:: _ R |

1. Better productivity | Since the organization recruits talented individuals this helps to boost \
the productivity in the company,

M= ST M

— - -
L e NI o { pfa o L] S Tifym ey
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A diverse workforce allows the business to understand the needs of a
market and satisfy a diverse set of consumers.

A company with diversity and quality policy become an attractive
employer to potential employees. This helps the business attract highly

talented and skilled employees.

2. Better ideas

3. Employer Branding
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BL:I] RAINING AND DEVELOPING EMPLOYEES _ _
N non; Training is regarded as teaching the employee a new skill or'improving a previous
one Training can help employees improve their productivity since this reduces chances of

i r;ccndcms_ and helps in creation of new products. There are THREE types of trainings
Induction Training -

] .2. 0n-lhc~jnh Trainins k’j A U-Ju:_ \e he b
3. Off-the-job Training

N e Qunde .-_3.1_\ d o

I.lntllu_clinn'I'rnining((_ﬂ.m._ Vo e, oy )

scelimiion: Indication involves training of newly appointed employees at the work place. These
L:llgyldu_als are explained the internal workings of the organization and the procedures to be
followed. This hel ps the organization overcome induction crises, which is a situation where a
newly appointed employee leaves the job because he/she lailed to adjust in the working

environment, Companies like P&G, Unilever, Engro ete conduct induction training through
MTO Programs (Management Trainee Officers)
managers in the future. It equips them with the ré}

an effective and responsible manager., e

They prepare newly graduates to become
uired skills, judgment, and know-how of being

2. On-the-job Training([T Lo eviibia
Definition: This type of training is done on A}
departmental managers. The employee perfy
cheaper as compared to off-the-job traini

generated by the employee. However, 1l
employees are training the new ones
Junior employees,

filacc. These are conducted by HR and other
SHttics on the job while being trained. Thisis

i~ e ¢ 3. Off-the-job Training

70 tewven  Definition: This type of training is aon ; ay from the kpldce and usually takes place in
ME~eeoe. b training institutes, executive centers or workshops. Example: REDC at LUMS provides off-the-

37 Cibe ., . JOD training lgﬁ{% sﬂf.gﬁdﬁ : p:ﬁﬂﬁ}!‘ﬁm‘%k; EWM' : , Lﬂ@!ub training
sty _als that emploggesitedsio] n new, nlsthagpgsﬂ W G thelCope and _

“ L «. emplovees can learn from outside specialists or experts. However, these trainings are expensive

| B \w¥rog uu};fmd there is a loss of potential output from employee for the time he is being trained

Advantages and Disadvantages of Training
Advantages \

1. Training enhances the image of the

company, since well-trained employees to consuming. Company's valuable resources,

come up with creative solution and innovative

money and time are spent on hinng other

products which improves the image in the eyes | people for training. They also need to pay |

of the stakeholders. wages for both the trainer as well as the
employees.

Disadvantages
1. Training can be expensive and time

I W

i

2. Well trained employees reduce the chances
of accidents. This improves the quality of the
products and leads to faster production.

2. Once the employee is training he/she might
leave tor a better paid job. This is also known
as poaching.
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1 A trained workforce results in low labor 3. In order to keep the gtaffs up to date with
turnover, since there is a high degree of job latest trends and knowledgeable in their
satisfaction. This also reduces the problems | specific area, training staffs for more number
from induction crises. of hours can make them stressed. As they are
stressed, their job levels may go down too.

4 Training give the employees a sense of
achievement since it pushes employees t0
higher standards and removes boredom. This
narrative is also supported by social scientists
like Maslow and Herzberg.
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