MCQ QUESTION BANK HRM SEMESTER VI
MODULE — & I
1) Human resource planning, recruitment, selection, placement and induction of staff includes in

Motivation of HR
Acquisition of HR
Development of HR
Maintenance of HR
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3) Performance appraisals, rewards and recognition to the staff includes in
a) Maintenance of HR

b) Acquisition of HR

c) Development of HR

d) Motivation of HR
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5) Training of human resource includes in

a) Motivation of HR

b) Acquisition of HR

c) Development of HR
d) Maintenance of HR
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7) Growth, profitability and innovation are the objectives.
a) organizational

b) individual

c) group
d) societal
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9) High salary, Job satisfaction, Job security are the objectives.
a) organizational
b) individual

c) group
d)societal
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11) Team work isa objective.
a) organizational
b) individual

c) group
d)societal
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13) is a process of finding and stimulation of prospective employees to apply for
jobs in the organization.
a) Placemen
b) Selection
¢) Recruitment
d) Performance appraisal
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15) means choosing the most suitable candidates from those who have applied for
the post.
a) Induction
b)Recruitment

c) Placement
d) Selection
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17) is a function of HRM.
a) Job analysis
b) Career planning and development

c) Job specification
d) Job design
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19) is the basis of job specification.
a) Job duties
b) Job enrichment
c) Job description
d) Job rotation
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21) Injob analysiscollecting information related to the operations and responsibilities of a
specific job.

a) jobanalysis
b) recruitment
c) selection

d) placement

22) AU TafRre sraATean snforsraraean o Fefed Arfed) et dhell ST,
37) & fargwor
) AT
&) faazg
Z) BHARY FAGH

23) Job title, Job location, Job summary, duties and responsibilities are components
of .
a) Job specification
b) Job description
c) Job rotation
d) Job enrichment
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25) is a summary of human qualities required to perform the job effectively.
a) Job description
b)Job rotation
c) Job enrichment
d) Job specification

26) _____ &1 I UHTAIUOT UR UTSUATATS! HTIRIAD ATd J[OTTaT FIRIL 3HTe.
37) @13 feraror
) FT I5T
&) P I
) 1Y fApy

27) is an emerging function of Human resource management.
a) Human resource accounting
b)Employee welfare
c) Placement
d) Labour relations

28) _____ & HIAT GHIYUA cTAEATTAT Ueh 36N Bl ATE.

37) ATAT FATIA o @Tehed
) HHART HeIToT

&) e fAgehr

) HHART TIY

29) The importance of HRM can be seen at four levels, namely Social level, Professional
level, national level and
a) International level
b) Corporate level
c) Inventory level
d) Environmental level
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31) level improved quality of work life.
a) Social level
b) Inventory level
c) Professional level
d) Environmental level
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33) maintains balance between human resource demand and human resource
supply..
a) Social level
b) Inventory level
c) Professional level
d) Environmental level
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35) In employees are moved from one job to another without any change in the
job.
a) Job simplification
b) Job rotation
c) Job enlargement
d) Job analysis
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37) leads to a horizontal expansion in the job.

a) Job simplification
b) Job rotation
c) Job enlargement
d) Job analysis
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39) is a vertical expansion of a job by adding more responsibility and freedom
to doiit.
a) Job simplification
b) Job enrichment
c) Job enlargement
d) Job rotation
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41) The primary goal of Strategic Human Resource management is
a) Complete the job in hand
b) Focuses on administrative task

c) Increase in employee productivity
d) Emphasis on quantity of work
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43) is an internal source of recruitment.
a)Employment agencies
b) Campus recruitment
c)Promotion
d) Employment exchange
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45) is an external source of recruitment.
a) Promotion
b) Transfer
c¢) Campus Recruitment
d) Retired managers
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47) is the first step in the process of recruitment and selection.
a) Job analysis
b) Job design
c) Job enrichment
d) Job rotation
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49) In includesprocess of getting the right number of qualified people into the
right job at the right time.
a) Modern Management
b) Human Resource Planning

¢) Traditional Human Resource Management
d) Strategic Human Resource Management
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51) is a step in Human Resource Planning.
a) Human resource accounting
b) Analysis of environment
¢) Human Resource Audit
d) Human Resource Information System
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53) Job specification includes
a) Job title
b) Job summery

c) Job location
d) Job responsibilities
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55) Job description includes
a) job experience
b) job qualification

c) jobduties
d) jobskills
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57) is the process of deciding the contents of a job in terms of its duties and
responsibility.
a) Job design
b) Job security
c) job duties
d) Joboffer
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59) Techniques of job design includes Job simplification, Job rotation, Job enlargement and

a) jobmanagement
b) job security

c) job duties

d) job enrichment

60) BT RTEST TAHEY B TIATHIUT, B TGAINOT AT 3%
37) PR SIIEATIA
) T GR&T
c) PRI Py
) T GUeAdT
61) The sources of recruitment may be broadly be classified into categories.
a) three
b) two
c) four
d) five
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63) Shifting of employees from one job to another is called as
a) transfer
b) promotion
c) demotion
d) extension
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65) is the first process of selection.
a) Application form
b) Interview

c) Job analysis
d) Written test

66) o frasrh ufgeh uferar 3me.
3) 3TdeT &ot
) Hellgd
c)awru‘rﬁf%r%hrw
d) oI gy e

67) is a paperless process process where electronic documents and information
can be quickly disseminated.
a) E-transfer
b) E-promotion
¢) E-demotion
d) E-selection

68) Th TR UfhaT 31Tg 1Y Selacifad geduast MoT aArfedt calid oaria drelt
TS QUhd.
37) §-aeelt
) $-Ugleaadr
&) S-UeTaeTdr
3) §-faas
69) __ test is conducted to judge specific talent or skill to handle a particular type of
job.
a) Aptitude
b) Interest

c) Intelligence
d) Stress
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71) Human Resource Managers need to align HRM policies with strategy.
A. Competitors
B. Government
C. Corporate
D. Customers
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73) Interview s a Communication between candidate and interviewer..
A. One way
B. two way

C. three way
D. group
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75) manager plays an important role in counseling and stress management.
A. HR
B. Finance
C. Marketing
D. Sales

76) HHUG AT TTOT TONT cTAEATTATT ___ FIEATYRIT AgcdTT HfHehT 31T,
) AT FHIA
) o
&) fagorea
g) fershr

77) 40) test is to judge the ability, intelligence, and efficiency of the candidates..
A. Reference check
B. Written test
C. Medical
D. Group
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79) HRM ensures the availabilityofcompetent ----------------
A. Customers,
B. Public,

C. Manpower
D. Employment

81) -----m--m-m- is the process of estimating future manpower needs of the organization.
A. Promotion of employees,
B. Human resource planning,
C. Placement of employees
D. Employees exchange
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83) HumanResourceManagersneedtoalignHRMpolicieswith strategy.
A. Competitors’
B. Government
C. Corporate
D. Personal
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85) - analysis is the process of studying and collecting information relating to
operations and responsibilities of a specific job.
A. Job,
B. Role,
C. Cost-Benefit
D. Job-analysis
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87) —--—- isaprocessofsearchingandattractingcapablecandidatesto apply for thejobs.
Selection
Recruitment
Induction
Advertising.
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89) —--- test is conducted to judge specific talent or skill to handle a particular type of job.
A. Aptitude,
B. Interest,
C. Intelligence
D. Group test
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91) In-------- interviews are conducted as per the rules and practices.
A. Stress,
B. Formal,
C. Informal
D. In-depth
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93) In ------ interview, a list of questions to be asked to the candidates is prepared well
inadvance.
A. Structured
B. Unstructured
C. Informal
D. Formal
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95) —--m-mmmeee- refers to horizontal movement of employees in respect ofjob position.
A. Training
B. Promotion
C. Transfer
D. Appointment
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97) Employees’welfareincludes  ------ .
A. Counseling
B. cash facility

C. Promotion
D. Recruitment

99) ---—-mmmmmee- refers to fitting the right person at the right place of work.
A. Recruitment
B. Selection
C. Placement
D. Promotion

100) R — FEUTS PIATIT T TSR0 T cTh! ST TA0T @i

101) ------mmmmmme- is a process of choosing the right person for the right job.
Recruitment
Selection
Placement
Promotion
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103) ------------ test measures the skills and knowledge required for a job.
Performance,
GK,
Interest
Medical
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105) -------- test helps to identify specific talent to handle particular type of job.
A. Perception
B. Aptitude,
C. GK
D. Medical
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107) Interview is a------ communication between candidate and interviewer.
A. One-Way
B. Three-Way
C. Two-Way
D. Not Any Way
108) HeITEd FEUTS! SHGAR HTTOT HATE HOTRT AT -------- HaTE 8.
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109) --------- is a specific format to obtain information about candidates applying for thejob.

A. Application Blank
B. Invitation Letter

C. Interview Letter

D. Appointment letter

110) PLHTS 3ot FIOMAT SHEART AT B favarard v faflkre rawur -
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111) --—----- is handled by a junior executive in respect of selection of employees.
A. Medical Check up
B. Initial Screening,
C. Final Interview
D. Order Letter

113) Human resource involves human resource requirements forecast.
A. Planning,
B. Development,

C. Management
D. Forecasting
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115)  ----m-mmmmmee- manager plays an important role in counseling and stress management.
A. Human resource
B. Finance,
C. Marketing
D. Accountant
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117) Humanresourcedevelopment isoneoftheimportantareasof-----------
A. Human Resource Management
B. Human Resource Planning,
C. Human ResourceResearch
D. Human Resource forecasting
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119) Consists of planned programs undertaken to improve employee knowledge,
attitudes, skill and social behaviour.
A. Performance appraisal
B. Training,
C. Recruitment
D. Promotion
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121) - is a method of training wherein trainees are trained in an environment that
closely resembles actual work place.

A. Environment scanning
B. Simulation
C. Work placetraining
D. Offline training
PP R I PiEy L oL | o] g— Tgd 3118, ST UIAGTOTfT 37T ardrarona uireror feer
SITATT, Sy W&l HIATIT fSHI0T ARW aTarazor 37Hd.
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123) - Isasystematicdescriptionofemployee’s jobrelevantstrengths and weaknesses.
A. Placement
B. Induction
C. Performanceappraisal
D. Observation
1Y) P — & PHARATT HIAM HATUT AIHLY /5 0T GIV/FAGIATS Teh
Ug iR goie 3.
A T
B. 3@ g
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125) --------- is a traditional method of performance appraisal, whereby the performance
appraisal report is normally not disclosed to the employees.
. Confidential Report
B. Check List

Ranking
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D. Self - Appraisal Report
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127) ----m-mmm- appraisal is conducted by various parties.
Management by objective
360 degree
Roleanalysis
Only outside agencies.
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129) Generally, higher employee turnover rate takesplaceamong
high
medium
low
average
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131) ------—-- generates equity inpay.
Performance related pay
Monthly pay
Bonus
Promotion pay

) P A ITAT FHTAAT fAATOT B,
A. BIATTRIMN FaferT da=
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c. a1
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L) P — is a ratio of returns to cost.
Efficiency
Morale
Productivity

o 0N w >
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achievers.
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D. Capital ratio
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135) -------- helps to introduce newly appointed employee to theexisting employees.
A. Placement
B. Selection
C. Induction
D. Retirement

136) Toraae FaaR@RN Fafagw FaaRa MeE F T SUATT - Ted P,
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B. faas
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137) In_  method of training, the subordinate is trained to perform the duties and
responsibilities of thesuperior.
A.Junior Boards
B.Understudy Position
C.Business Games
D.In-basket technique
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139) ------m--m-- means that the performance appraisal is influenced by past performance.

Horn Effect

Halo Effect,

SpilloverEffect
Contrast

(V1) J—— FEOTS! HIAVE I HeAThed AN BIAFIIGR THTT UTS.
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141) ------m----- effect influences the rater’s consideration of one positive factor to rate the
employee.
Horn
B. halo
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spillover
case study
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143) Challenge for human resource manager in changing environment.
Globalization
Business
stress management
Grievance

Yghr=dr
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145) Competencies refers to a combination of knowledge, abilities and-------
Feeling
skills
opinion
Education
146) PTIETHAT TTOT TS &HATTT T AT FEUT! &THAT TNIPH /-
HTIAT
GaRIr
HAd
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147) The term learning organization was popularized by----------
French Wend well
Edwin Flippo
Keith Davis
Peter Senge

148) TRAPIS HEAT & HhoudT 1o fIehfira sholl?
g deg dol
Felial gfaaw
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149) Future of innovation organization includes-------

A. Innovation culture
B. Initiative
C. Motivation
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D. Development
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151) The process of making something new or doing something in a new way.

Budget
Innovation
Dynamic
Direction

152) PTEIAL AT TATUITATS! FehdT AT AT P BIoAT UfehaT FEoTar

37A BT

153) ---mmmmmmmee- Organization provide autonomy to the employees.

Matrix
Innovative
Core

1Y) J— & TTAT FHATATAT TATITAAT UEGTeT et

ITAT
155) Managerial role in innovative culture
Provide motivation and reward
Development
Director
Opinion
156) AT HERACITS TATATARIT HfFHHT HroTcT?
31fRoT T 98 g e
ferepra
e

AT e

157) Write type of Employees Engagement
Motivation
Activity
Human
Culture

158) hITT STAA BN PIUTA?
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159) -------- is the Sub system of Human Resource Information System.
Processing
Reasonable cost
HR planning
Confidential information

160) HATAT FHTY ATTeAT TOTEAET - 3T Tl 37T
uferar
fehara arsrdr
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161) Changing pattern of employment includes-----------
Training
Recruitment
Maintenance
Flexible working practices

JTaIR BT Tl

163) ------mm-m- to giving employees a certain degree of autonomy and responsibility for
decision making.
Uniformity
Training
Employee Empowerment
Origination structure

164) --mmmene ALY FHHARITAT FAFRIE TATOTA FTerar 3for Aot goarh SeamagRy gor

THHRWYT
orfraror
AT HEAT
165) The variety of differences between people in workplace is called as-------
Empowerment
Attrition

Workforce diversity
Training Center

166) TTIATITAS TAfIY FAARITHCY Telel JITSUUT FEOTSA -
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167) Workforce diversity can be managed by resorting to the following------
Provide continuous training
Attitude
Sensitivity
Managing skill
168) haaN fHeaar gérer METT Jraciaches cTaEATUT dell TS Ahd.
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169) A situation wherein employee leave the organization due to job dissatisfaction.
Audit
Employee morale
Mentoring
Attrition

170) HIATA/HTATT HHATY H HHAR) Fae Asdia 312 T U Fgorat-—-
Hde
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171) Write reason of Attrition-------
Job stress
Commitment
Mentoring
Performance

172) IHINR HHT BIOT AT HROT for@T.
AT JToT
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ATIrETh
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173) In simple words non-attendance at work means
Outsourcing
Automation
Absenteeism
Downsizing

174) TITT AT HIATAT ol AHOT FEUTS -------
3T [T
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175) Role of human resource in reducing absenteeism
Provide motivation
set trade union
Making free environment
. Uniformity

176) IHITRTYT IRESIIBHT TIUATT ATAd! TATIRIT [T
A. OROTT UGTel oy
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C. IATAOY ATATARIT Fh
D. THARWUUT

177) To planned elimination of position of job------
Downsizing
upsizing
windingup
Merger

178) TEATT 3TPR FHHY HI0T FEUTSHA-------
A AT HUTT
B. JTUHTATSIT/ACCION 3TPR
c. gaTE
p. ferefiefrerzor

179) One of the primary reasons for employee downsizing is---------
To make profit
loss
To reduce cost
Expenditures

180) HIAARITIT HTHR FHHT HIOATY HE HROT FEUTSA -~
A. ORI HATOT
B. Il
C. W T HIOY
D. TROT @Y

oo ® >

0wz

0N wpr

181) An employee’s ability to maintain a healthy balance between their work roles and
family life.
Downsizing
Work life balance
personal life
Attrition

182) HHUARATT ITT 1 HfHPT 30T Bl ek Shaet ATATT FHATT Holel TQUATH

o0 w>
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IR HUT
B ST Gele

hIUT hHAT PTHINR

183) How to improve work life balance?
To communicate
Guidance
set enough time for relaxation
Supportive nature

184) HIATY SN HJeled HY STATI?.
qare,
ATITERi
frsraTdy gyar des gor
TIHTT THAYH

185) Guidelines are in respect of prevention of sexual harassment at work place
Apsara
Mehrotrac)
Vishkha
komal

186) SHIATT fSHTON FIOTRAT <31 B IGUITATS! BIUTAT ARTERIH ded JHTed.
A
AT

ferema@r
PIFA

187) Measures for avoiding sexual harassment at work place
Motivation
Special Cell for women’s
Training
Work life balance

188) HTATIT fShTON 3T TD STBSUITHTS! HUATT AT SUT.
37O oy

. Tads/ ey aAfEer aef s

ufrefor

ATDHD ST 70T PTH

189) Training and Deployment programs are important components------
Human Resource Management
Special Human Resource Management
Human Resource Accounting
Human Resource Planning.

190) WIRr&TOT MUY fehTH PIIHHA & PIUTAT AAT Teeh 3Ted.

He] S d b cddE&dTUA

IRV ASTT cgaEATy
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D. ATSTeIB feiatated
T.Y.B.Com.
SEM. VI MHRM
Human Resource Management.
Module |
1) HRM ensures the availabilityofcompetent ---------------- .
A. Customers,
B. Public,
C. Manpower
D. Employment
2) - is the process of estimating future manpower needs of the
organization.
A. Promotion of employees,
B. Human resource planning,
C. Placement of employees
D. Employees exchange
3) HumanResourceManagersneedtoalignHRMpolicieswith strategy.
A. Competitors’
B. Government
C. Corporate
D. Personal
4) - analysisistheprocessofstudyingandcollectinginformation relating to
operations and responsibilities of a specificjob.
A. Job,
B. Role,
C. Cost-Benefit
D. Job-analysis
5) - isaprocessofsearchingandattractingcapablecandidatesto apply for thejobs.
A. Selection
B. Recruitment
C. Induction
D. Advertising.
6) ------ test is conducted to judge specific talent or skill to handle a particular type
ofjob
A. Aptitude,
B. Interest,
C. Intelligence
D. Group test
7) In-------- interviews are conducted as per the rules and practices.
A. Stress,
B. Formal,
C. Informal
D. In-depth
8) In--—--- interview, a list of questions to be asked to the candidates is prepared well

inadvance.
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9)

10)

15)

Structured

Unstructured

Informal

Formal

-------------- refers to horizontal movement of employees in respect of job position.
Training

Promotion

Transfer

Appointment

Employees’welfareincludes
A. Counseling
cash facility
C. Promotion
D. Recruitment
---------------- refers to fitting the right person at the right place of work
A. Recruitment
B. Selection
C. Placement
D. Promotion
-------------- is a process of choosing the right person for the right job.
A. Recruitment
B. Selection
C. Placement
D. Promotion
------------ test measures the skills and knowledge required for a job.
A. Performance,
B. GK,
C Interest
D. medical
———————— test helps to identify specific talent to handle particular type of job.
A Perception
B. Aptitude,
C GK
D. medical
Interviewis a------ communication between candidate and interviewer.
A. One-Way
B. Three-Way
C. Two-Way
D. Not Any Way
--------- is a specific format to obtain information about candidates applying for

A. Application Blank
B. Invitation Letter
C. Interview Letter
D. Appointment letter
------- is handled by a junior executive in respect of selection of employees.
A. Medical Check
B. Initial Screening,
C. Finallnterview
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D. Order Letter
18) Human resource involves human resource requirements forecast.
A. Planning,
B. Development,
C. Management
D Forecasting
19) - manager plays an important role in counseling and stress
management.
A. Human resource
B. Finance,
C. Marketing
D. Accountant

20) Humanresourcedevelopmentisoneoftheimportantareasof
A.Human Resource Management
B.Human Resource Planning,
C.Human ResourceResearch
D.Human Resource forecasting

21)  Consists of planned programs undertaken to improve employee knowledge, attitudes, skill and social
behaviour.
A.Performance appraisal
B. Training,
C.Recruitment
D.Promotion

22) is a method of training wherein trainees are trained in an environment that closely resembles actual work place.
A. Environment scanning
B. Simulation
C. Work placetraining
D. Offline training
23) isasystematicdescriptionofemployee’s jobrelevantstrengths and weaknesses.

A. Placement
B. Induction
C. Performanceappraisal
D. Observation
24) - is a traditional method of performance appraisal, whereby the performance appraisal report is normally not

disclosed to the employees.

Confidential Report

Check List

Ranking

Self - Appraisal Report

25) appraisal is conducted by various parties.

Management by objective

360 degree

Roleanalysis

Only outside agencies.

26)  Generally, higher employee turnover rate takesplaceamong achievers.
A. high
B. medium
C. low
D average

onwmr

o0 w>

27) generates equity inpay.
A. Performance related pay

@

Monthly pay
C. Bonus
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28)

29)

30)

31)

32)

o0 m>

o0 w >

o0 m@>

D. Promotion pay

is a ratio of returns to cost.
Efficiency

Morale

Productivity

Capital ratio

oPpwp

helps to introduce newly appointed employee to theexisting employees.
. Placement
. Selection
. Induction
.Retirement

In method of training, the subordinate is trained to perform the duties and responsibilities of thesuperior.
Junior Boards

Understudy Position

Business Games

0w >

In-basket technique

-------------- means that the performance appraisal is influenced by past performance.
. Horn Effect
. Halo Effect,
. SpilloverEffect
.Contrast

effect influences the rater’s consideration of one positive factor to rate the employee.
.Horn
. halo
. spillover
.case study

Ans: (1) manpower (2) Human resource planning (3) Corporate (4) Job (5)Recruitment (6) Application Blank
(7) Aptitude (8) Formal (9) Structured (10) Transfer (11) creche facility (12) Placement (13) Selection (14)
Performance (15) Aptitude (16) two-way (17) Application Blank (18) Initial screening (19) planning (20) HR
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T.Y.Bcom Commerce Paper VI (HRM)
Module VI MCQ
1) Challenge for human resource manager in changing environment.

a) Globalization b) Business c) stress management d) Grievance
2) Competencies refers to a combination of knowledge, abilities and
a) Feeling b) skills c) opinion  d) Education
3) The term learning organization was popularized by.
a) French Wend well b) Edwin Flippo c) Keith Davis  d) Peter Senge
4) Future of innovation organization includes
a) Innovation culture b) Initiative  c¢) Motivation d) Development
5) The process of making something new or doing something in a new way.
a) Budget b) Innovation c¢) Dynamic d) Direction
6) Organization provide autonomy to the employees
a) Line b) Matrix  c) Innovative d) Core
7) Managerial role in innovative culture
a) Provide motivation and reward  b) Development c) Director d) Opinion
8) Write type of Employees Engagement
a) Motivation b) Activity Disengaged ¢) Human d) Culture
9) Sub system of Human resource information system
a) Processing  b) Reasonable cost c) HR planning sub system d) Confidential information
10) Changing pattern of employment includes
a) Training b) Recruitment c) Maintenance d) Flexible working practices
11) To giving employees a certain degree of autonomy and responsibility for decision making.
a) Uniformity b) Training c) Employee Empowerment d) Origination structure
12) The variety of differences between people in workplace is called as
a) Empowerment b) Attrition c) Workforce diversity d) Training Center
13) Workforce diversity can be managed by resorting to the following
a) Provide continuous training b) Attitude c) Sensitivity d) Managing skill
14) A situation wherein employee leave the organization due to job dissatisfaction.
a) Audit b) Employee morale  c) Mentoring d) Attrition
15) Write reason of Attrition
a) Job stress b) Commitment  c¢) Mentoring d) Performance

16) In simple words non attendance at work means
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a) Outsourcing b) Automation c) Absenteeism d) Downsizing
17) Role of human resource in reducing absenteeism
a) Provide motivation b) set trade union ¢) Making free environment  d) Uniformity
18) To planned elimination of position of job
a) Downsizing b) Upsizing c) Termination  d) Merger
19) One of the primary reasons for employee downsizing is
a) To make profit b) loss c) To reduce cost d) Expenditures
20) An employee’s ability to maintain a healthy balance between their work roles and family life
a) Downsizing  b) Work life balance c) personal life d) Attrition
21) How to improve work life balance
a) To communicate b) Guidance c) set enough time for relaxation d) Supportive nature
22) Guidelines are in respect of prevention of sexual harassment at work place
a) Apsara b) Mehrotrac) Vishkha d) komal
23) Measures for avoiding sexual harassment at work place
a) Motivation b) Separate Cell for women’s c) Training d) Work life balance
24) Training and Deployment programs are important components
a) HRM b) SHRM c) HR d) HRP
25) Challenges in human resource management
a) Training and Development b) Environment c) Employee Absenteeism d) Organize Programs

T.Y.B.Com Sem-VI
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23) HIATAT fShToN A f9h BB TTBUATATS! BUATT AU SUT.
37) WRom e T (Taas AT FAseT & uiRreror ( 3 AT ST 30T T (
RY) UfRreror 31fOT AT PRIhA & PIUTAT AGcdT Teh Ted.

3) T 3R TH gUH AR T TH ( HR T (b 3 U 3R T (
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37) ufergror 3nfor faswra TATAROT (& & (e HFUFEA 5 AT JshaAepT (
hHIOT
Module |
1. HRM ensures the availabilityofcompetent .(customers, public,manpower)
2. isthe process of estimating future manpower needs of the organisation.
(Promotion of employees, Human resource planning, Placement of employees)
3.  HumanResourceManagersneedtoalignHRMpolicieswith strategy.
(Competitors’, Government, Corporate)
4. analysisistheprocessofstudyingandcollectinginformation relating to operations and
responsibilities of a specificjob.
(Job, Role, Cost-Benefit)
5. isaprocessofsearchingandattractingcapablecandidatesto apply for thejobs.
(Selection, Recruitment, Induction)
6. is astandard format of the company to obtain information about every candidate applying for
thejob.
(Application Form, Appointment Format, Application Blank)
7. testis conducted to judge specific talent or skill to handle a particular type ofjob.
(Aptitude, Interest, Intelligence)
8. In interviews are conducted as per the rules and practices. (Stress, Formal,Informal)
9. In interview, a list of questions to be asked to the candidates is prepared well inadvance.
(Structured, Unstructured, Informal)
10. refers to horizontal movement of employees in respect ofjob position.

(Training, Promotion, Transfer)

36



11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Employees’welfareincludes . (counselling, creche
facility,promotion)

refers to fitting the right person at the right place of work. (Recruitment,
Selection,Placement)

is a process of choosing the right person for the right job. (Selection,
Recruitment,Placement)

test measures the skills and knowledge required for a job. (Performance, GK,Interest)
test helps to identify specific talent to handle particular type of job. (Perception, Aptitude,GK)
Interviewis a communication between candidate and interviewer.
(one-way, three-way, two-way)
is a specific format to obtain information about candidates applying for thejob.
(Application Blank, Invitation Letter, Interview Letter)
is handled by a junior executive in respect of selection of employees. (Medical check, Initial
screening, Finalinterview)
Human resource involves human resource requirements forecast. planning,
development,management)
manager plays an important role in counselling and stress management. (HR,

Finance,Marketing)

Module Il

Humanresourcedevelopmentisoneoftheimportantareasof . (Human resource management,
human resource planning, human resourceresearch)

consistsof planned programs undertaken to improve employee knowledge, attitudes, skill
and social behaviour. (Performance appraisal, Training,Recruitment)

is a method of training wherein trainees are trained in an environment that closely resembles
actual work place. (Environment scanning, Simulation, Work placetraining)
isasystematicdescriptionofemployee’s jobrelevantstrengths and weaknesses. (Placement,
Induction, Performanceappraisal)

is a traditional method of performance appraisal, whereby the performance appraisal report is
normally not disclosed to the employees. (Confidential report, check list,ranking)

appraisal is conducted by various parties. (Management by objective, 360 degree,

Roleanalysis)

Generally, higher employee turnover rate takesplaceamong  achievers. (high, medium,low)
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10.

11.

12.

13.

14.

15.

16.

17.

generates equity inpay.

(Performance related pay, Monthly pay, Bonus)

is a ratio of returns to cost. (Efficiency, Morale,Productivity)

helps to introduce newly appointed employee to theexisting employees. (Placement,
Selection,Induction)

In method of training, the subordinate is trained to perform the duties and
responsibilities of thesuperior.

(Junior Boards, Understudy Position, Business Games)

means that the performance appraisal is influenced by past performance. (horn effect, halo
effect, Spillovereffect)

effectinfluencestherater’sconsiderationofonepositivefactor to rate the employee. (horn,

halo,spillover)

is a learning process required by managers for enhancing general administrativeabilities.
(Placement, Performance appraisal, Development)
is a method of training wherein employees are transferred from one job to another. (Coaching,

Counselling, Jobrotation)

is a sequence of positions occupied by a person during the course of his life time.
(Performance, Career, JobRotation)

planning is a process of making arrangements to fill up key organisational positions in

anorganisation.

(Succession, Career, Human Resource)

Module llI
1. isaprocessofaneffectivemotivationofindividualsinagiven situation to achieve a balance
ofobjectives.
(Training, Human relations, Performance appraisal)
2. is the activity of influencing people to strive willingly for group objectives. (Motivation,
Leadership,Communication)
ispatternofbehaviourofaleadertogettheworkdonefrom subordinates. (Decentralization,
Leadership style, Motivationpattern)
4—Under leadership style, the leader makes all decisions by himself without consulting

thesubordinates.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

(autocratic, participative, laissez-faire)
Under leadership style, subordinates make decisions. (Laissez-faire,
participative,consultative)
According to Abraham Maslow’s NeedHierarchyTheory,
levelneedstobesatisfiedbeforeotherneeds.(lower,middle,higher)
ERG Theorystandsfor relatedness and growth. (existence, empathy,energy)
TheoryX assumes approach of the managers towards employees. (traditional,
professional,general)
is a general term used to describe overall group satisfaction. (Job Satisfaction, Morale,
GeneralSatisfaction)
type of leadership style is mostly followed in Government organisations. (Autocratic,
Bureaucratic,Democratic)

leadershipstyleismostlyadoptedinJapaneseorganisations. (Sociocratic,
Neurocratic,Paternalistic)
According to NeedHierarchyTheory needs are the basic needs of human beings.

(Physiological, Psychological,Social)

Theory Z blendsJapaneseand management practices. (US, Indian,Chinese)
Theory X isbasedon assumptions of human nature. (Positive, Negative,General)
Human relationsis the study and practiceofutilizing resources in an organisation.

(physical, financial,human)

Knowledge of human behaviour helps tofindout people behave in certainsituations.
(How and Why, How and Where, Why and Where)
Human relationsapproach has application. (Universal, Special,General)
influencespeopletoworkwillinglytowardsgroupobjectives. (Motivation,
Communication,Leadership)
is a combination of mental, physical and social qualities. (Ability,

Personality,Mentality)

Knowledgeof skills is required by a leader as he constantly interacts with his people.

(human, market,technical)
is a feeling of injustice at the workplace. (Grievance,

Motivation,Direction)
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10.

11.

12.

13.

14.

Module IV

Competence refers to a combination of knowledge, attributesand

which are required to improve work performance. (skills, feelings,opinions)
Problem solvingrequiresweighing before a final decision is made. (alternatives,
suggestions,opinions)
refers to the general competencies, which are specific to an organisation. (Core,
Technical,Behavioural)
popularizedthe conceptoflearningorganisationthroughhis book ‘The Fifth Discipline. (Peter
Senge, Peter Drucker, TomPeters)
organisation provides autonomy to the employees. (Innovative, Line,Matrix)
Innovative culture isthework that managers encourage to nurture and develop to
generate innovativeideas.
(environment, rules, ethics)
Employee is the extent to which employees feel passionate about their jobs and
arecommitted to their work.
(Engagement, recognition, satisfaction)
employees perform what is expected of them and nothing more. (Not engaged, Actively
engaged, Activelydisengaged)
is an integrated system used to gather, store and analyse information regarding employees.
(HRIS, MIS,HRP)
employment is a system of working for a fixed number of
hourswiththestartingandfinishingtimingswithintheagreedlimits. (Flexitime, Temporary,Part-
time)

refers to planned elimination of positions or jobs. (Downsizing,
Upsizing, Termination)
guidelines are in respect of prevention of sexual harassment at work place. (Vishakha,
Apsara,Mehrotra)
Employee referstoagradualreductioninworkforcewithout firing employees, which takes
place as and when workers resign or retire and are not replaced. (Attrition,

Turnover,Downsizing)
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15. Employee involves giving employees the autonomy to take right decisions.
(Empowerment, Engagement,Education)

16. Generation includes persons born between 1979 and 1999. (Y, X,2)

17. Competency is a process of identifying key competencies required for undertaking
organisationaltasks.

(Mapping, Scaling, Tasking)

Hint: The first option is the correct option.
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