VISIONARY COMMERCE ACADEMY

HUMAN RESOURCE MANAGEMENT
Module | - Human Resource Management

Sr No Question | Answer A | Answer B Answer C | Answer D | CorrectOption |
. L . . Medical Check Final Interview Initial Screening Selection Answer 3
1 is handled by a junior executive in respect of selection of employees.
. Lo . . . P 1 ial & Psychological P 1
includes age, gender, education, job experience, personality, Mental Characteristics ersona, Social & sycuologica ersonal, Answer 2
L . . L . Characteristics Characteristics Characteristics
2 communication skills, leadership qualities, conceptual skills etc.
. . L . Long t Full t hort t Medium t An 1
3 Effective HRM brings benefits to employees organisations and society. ong term i term Short term edium term swer
. . . . Productive movement Promotion Training Transfer Answer 4
4 refers to horizontal movement of employees in respect of job position.
. . . . o . e .. P 1 Social & Psychological P 1
includes emotional ability, human skills, flexibility, social adaptability in Mental Characteristics ersona’. oca syclologica ersona’. Answer 3
P—— . . Characteristics Characteristics Characteristics
5 human relationships etc.
6 study is conducted to reduce tiredness of employees. Time Fatigue Motion Human Resource Answer 2
—__ provides freedom to employees in designing the nature of their work Job Flexibility Job Enrichment Job Rotation Job Enlargement Answer 1
7 performance.
\ - jObmatches the requirements of the job with human qualities required to do Job Analysis Job Title Job Enrichment Job Design Answer 4
9 Employees' welfare includes Promotion Coaching Creche Facility Counselling Answer 3
10 HRMisa approach of managing employees. development multi-disciplinary single discipline functional Answer 2
—_is where cach pfm of the job is assigned to a worker who does the same Job Simplification Job Flexibility Job Enrichment Job Title Answer 1
11 task over and over again
F.W.Taylor Harold Koont: Frank Gilbreth Answer 4
12 Motion Study was initially introduced by 4 ‘ Peter Drucker h
13 HRM ensures the availability of competent customers public manpower clerical staff Answer 3
I H.IVOIVCS increasing the scope of job of an employee by adding more Job Enrichment Job Rotation Job Enlargement Job Flexibility Answer 3
14 taskstoit.
15 refers to fitting the right person at the right place of work. Placement Recruitment Promotions Selection Answer 4
is a process of collecting information related to the operations and Job Analysis Selection Recruitment Placement Answer |
16  responsibilities of a job.
is a way to motivate employees by giving them increased responsibility L . . .
L .. Job Simplification Job Enrichment Job Enlargement Job Rotation Answer 2
17 and variety in their jobs.
18 test helps to identify specific talent to handle particular type of job. Perception GK Aptitude Interest Answer 3
: reﬁ.ers to appropriate job structure in terms of content, functions and Analysis Title Relationship Design Answer 4
19 relationships. Management
__ means choosing the most suitable candidates from those who have Recruitment Selection Training Placement Answer 2
20 applied for the post.
. Employment
. . . A 4
”n is an Internal source of Recruitment. Campus Recruitment Agencies Employment Exchange Transfer nswer
22 is a process of choosing the right person for the right job. Recruitment Placement Selection Promotion Answer 3
3 the jobls a specific format to obtain information about candidates applying for Invitation Letter Interview Letter Appointment Letter ~ Application Blank Answer 4
24 is an External source of Recruitment. Management Consultants Transfer Promotions Catalogue Answer 1
25 results in greater commitment on the part of the employees Job Security Job Promotion Job Satisfaction Job Motivation Answer 3
26 refers to horizontal expansion of a job. Job Enrichment Job Flexibility Job Rotation Job Enlargement Answer 4



involves finding out online whether or not the candidate has the

: . » . . Interview Online Assessment  Electronic Resumes ~ Job Search Engines Answer 2
27 qualifications and qualities to perform the job effectively. ! U &
28 Generally, HRM takes reactive decisions relating to HR. traditional progressive professional strategic Answer 1
. . . Finance Marketing HR Production Answer 3
29 manager plays an important role in counselling and stress management.
. Employment
. . R tment . Empl t Exch tal Answer 4
30 is an Internal source of Recruitment. Campus Recruitmen Agencies mployment Exchange Catalogue
31 is an overall summary of job requirement. Job Specification Job Description Job Design Job Security Answer 2
32 Interview is a communication between candidate and interviewer. two-way one-way three-way four-way Answer 1
is a standard format of the company to obtain information about ever . . .
— . . pany Y Application Form Appointment Format Standard Form Application Blank Answer 4
33 candidate applying for the job.
34  Key word search is a technique of recruitment e-selection personal selection key selection Answer 2
35 Under job, the jobs are divided into sub parts. simplification enlargement flexibility enrichment Answer 1
. . - . Fire Drill Retrainin Medical inati i R« 1 Answer3
36 Companies have of the new recruits before they join the organisation. i edical examination - Grievance Redressa
37 Human resource involves human resource requirements forecast. Placement management development planning Answer 4
In interview, a list of questions to be asked to the candidates is prepared
—! oW, all e prep Structured Informal Unstructured Advanced Answer 1
38 wellin advance.
39 Recruitment at the factory gate is a source of recruitment. internal public external outside Answer 3
i th h didat ired to directl for th . . . . .
: isame od'w ere candidates are required to directly appear for the Panel Interview Walk in Interview Group Interview Reference Interview  Answer 2
40 interview with their CV.
HRM i d with devel t bilities of th .. .
1§ concemned with Gevelopment process capabiiiies o the Process Traditional General Strategic Answer 4
41 employees.
i ised f: 1 stat t of duti d ibilities of . . o . .
s an organised factual statement of duties and responsibilities of a Job Specification Job Description Job Security Job design Answer 2
42 specific job.
43 refers to online selection of staff. E-mail E-development E-selection E-perception Answer 3
44 Job refers to vertical expansion of a job. enlargement enrichment flexibility rotation Answer 2
45 Job refers to movement of the employee from one job to another. enlargement enrichment flexibility rotation Answer 4
46 gives relief from boredom. Job Enrichment Job Rotation Job Enlargement Job Description Answer 2
interview helps th isation to know shortcomi f its polici . .
interview helps the organisation to know shortcomings of its policies Exit Panel Group Individuals Answer 1
47 and practices.
Human Resource Human Resource Human Resource
. . Human Resource Research .. . . Answer 4
48 is an important element of human resource management. Auditing Accounting Planning
Identifying th didats them t ly for the job is called . . . . . . L
den 1fymg ¢ candidates and emtoapply for fe Job1s cate available, insisting available, making potential, attracting potential, missing Answer 3
49 Recruitment.
50 In interviews are conducted as per the rules & practices Stress Informal Formal Personality Answer 3
Module Il -Human Resource Development
Sr. No | Question | Answer A | Answer B Answer C Answer D | CorrectOption |
1 The technology used for taking Online Interviews is Skype video call Techno video call Artica Video call Zotero Answer 1
2 Behavioral competencies are called skills Hard New Soft Old Answer 3
3 Frank and Lilian Gilberth gave us the theory of Fatigue study Mental revolution piecemeal study Job study Answer 1
refers to guidance and training provided by a senior to a . . .
T g ep Y Understudy Junior Boards Coaching Counselling Answer 3
4 subordinate
is a method of training wherein employees are transferred . . . .
- g POy Coaching Observation Job rotation Counselling Answer 3
5 from one job to another.
lanning is a process of making arrangements to fill up ke . .
— P gisap g & p ey Career Succession Recruitment Placement Answer 2
6 organisational positions in an organisation.
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refers to the imparting of specific skills, abilities and knowledge
to an employee.
Training and development encompasses three main activities: training,
development and

is a sequence of positions occupied by a person during the
course of his life time.

means that the performance appraisal is influenced by past

performance.

is a descriptive report prepared, generally at the end of every year,
by the employee's immediate superior.

error occurs when employees are rated relatively to other
employees rather than to performance standards.

In Counselling both the counsellor and the counselee are jointly
responsible for solution to the problem

The method of training is also a class room method of training.
Under behaviour ,performance is influenced by recent behaviour of

employee, ignoring the behaviour during the appraisal method
technique involves simulation of a series of decisions a trainee
might have to make in real life.
helps to introduce newly appointed employee to the existing
employees.
employment is a system of working for a fixed number of
hours with the starting and finishing timings within the agreed limits.
In method of training, the subordinate is trained to perform the
duties and responsibilities of the superior.
is a review of an employee's performance of assigned duties and
responsibilities.

In interview, a list of questions to be asked to the candidates is
prepared well in advance.
In measurement of employee morale expression of opinions is

collected in the form of printed questionnaire.
appraisal is conducted by various parties.
generates equity in pay.
is the belief and expectation of a person that his performance

will lead to a particular desired reward.

is an On the Job Training Method.

refers to advising the junior employee as and when he faces
problems.
Employee describes the overall outlook, attitude, satisfaction and
confidence that employees feel at work.

is a specific format to obtain information about candidates
applying for the job.
_effect occurs when the rater evaluates the employee on the basis of one n¢

is modern method of performance appraisal.

In employees are moved from one job to another without any change in tl
means that the performance appraisal is influenced by past
performance
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is a systematic description of employee’s job relevant strengths and
weaknesses
In method of training, the subordinate is trained to perform the dutie
planning is a process of making arrangements to fill up key
organisational positions in an organisation.
is an on-the job training method used in an organisation
The technique is used for performance appraisal and selectionand tra
_ effect occurs when the rater evaluates the employee on the basis of one pc
_isaperson who studies another’s role or duties in order to act at short no
is the extent to which the employees feel passionate about their
jobs
~__ involves training senior employees for advancements or promotions with
_ is part of educational courses.
is a method where candidates are required to directly appear for
the interview with their CV.
In HRIS, automates the pay process by gathering data on employee
time and attendance
is a traditional method of performance appraisal.

refers to group discussion of ideas.

HRD manager human resource requirements to undertake various
activities.
In the method the appraisal is done to test the attitude or behaviour

of the employee
is a potent device for employee advancement
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Module III - Human Relations

is the desire to continually improve at something which they enjoy
doing
Motivation 2.0 believes in approach
is a process of an effective motivation of individuals in a given
situation to achieve a balance of objectives.
A is a complaint, which has been formally presented in writing, to
the management representative or a union official.
is pattern of behaviour of a leader to get the work done from
subordinates.
Daniel Pink states that organisations should use a new approach to motivation
which is based on .
is the activity of influencing people to strive willingly for
group objectives.
Morale is basically a concept.
quotient is described as a measure that looks at a person's spiritual
intelligence.
Theory managers have an optimistic, positive opinion of their
people, and they use a decentralized, participative management style.
Under leadership style, subordinates make decisions.

is the belief that better efforts will result in better performance
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Under leadership style, the leader makes all decisions by himself
without consulting the subordinates.
According to Abraham Maslow’s Need Hierarchy Theory, level
needs to be satisfied before other needs.
is the value that the individual associates with the outcome
(reward).
is a general term used to describe overall group satisfaction.

Theory managers believe that employees are naturally unmotivated
and dislike working, and this encourages an authoritarian style of management.
In meausrement of employee morale, employees are asked to put their
grievances and suggesstions in a box without disclosing their identity.

Theory X assumes approach of the managers towards employees.

needs give the individual a sense of self worth and ego satisfaction.

ERG Theory stands for relatedness and growth.

leadership style is mostly adopted in Japanese organisations.

Employees’ welfare includes
Daniel Pink's theory does not include
According to Need Hierarchy Theory
of human beings.
The statutory welfare benefit schemes does not include .
Generation includes persons born between 1979 and 1999.

can never be the cause of employee grievance.

type of leadership style is mostly followed in Government
organisations.
_ isatheory of Leadership.
_is the ability to manage emotions at the work place.
In needs people want that others should respect them
According to Abraham Maslow’s Need Hierarchy Theory, level
needs to be satisfied before other needs

factor.
needs are the basic needs

type of leadership style is mostly followed in Government
organisations
leaders inspire positive changes in those who follow them.
The term Emotional Intellegence was popularised by psychcologist
in his book.
is the value that an individual associates with the outcome as per
Vroom's theory
Daniel Pink describes
something that matters.
is the ability to manage emotions at the work place
Maslow's need hierarchy theory
gave us the theory of Time study.
training implies training provided in a hall with dummy
instruments or machines
needs refers to the basic needs.

as the desire to continually improve

sets of needs
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Valence, Expectancy and Instrumentality are the variables mentioned by

Maslow

Esteem needs is Maslow's hierarchy theory is also called as special needs
Theory Y puts emphasis on leadership Beauracratic
__ needs are at the top of hierarchy as per Abraham Maslow. Social
Goldilocks Tasks is mentioned in theory Pink
According to Vroom's theory is the value that the individual

. . Mastery
associates with the outcome.
Theory X puts emphasis on leadership Beauracratic

Vroom

security needs
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Module IV- Trends in Human Resource Management

popularised the concept of learning organisations through his book

entitled "The Fifth Discipline” Peter Drucker

Generation Y are called Materials
A period of leave granted my the organisation when a employee wants to go for Paid
higher studies is leave
Employee engagement relates to the relationship between and L
organisation
employees
automates the pay process by gathering data on employee time and HRP
attendance, calculating various deductions.
team is a group of people with different functional expertise Core
working toward a common goal
competencies are required for job specific tasks. Behavioural
When the employee leaves the organisation, and the organisation makes Attrition
arrangement for replacement it is called as
Employee empowerment provides employees a certain degree of Engagement

and responsibility
focuses its attention on developing or redesigning organizational

policies, practices, and structures to give employees power Psychological Approach

is one of the leading causes of absenteeism in western countries Depression
Employees achieve when they happily fulfill their personal lives Management
and at the same time that are accepted and respected at their workplace
The Act 2013 states that any organisation having more than 25
employees need to implement it in the workplace
Heavy workloads, stressful meetings, boring presentations and feelings of .
. . Learning
being unappreciated can cause employees to
Non Compliance with the Provisions of Sexual Harrasment Act shall be
. Rs.20,000
punishable to a fine upto
Innovative culture enables an organisation to make best use of techniques
depressed

Employees feel when their efforts are recognised and rewarded
theory focuses on enhancing personal effectiveness by helping
employees develop their sense of meaning, competency and impact.
is an approach of doing business that focuses on creating a
positive experience for customers.
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limit the freedom of human resources and they are reluctant to
think outside the box
working is a method of employment which is not dependent on any
one client or company
Workforce _ has created new challenges for human resource
management.
guidelines are in respect of prevention of sexual harassment
at work place.
is an important measure to manage the problem of absenteeism
is becoming expensive to organisation as the replacement
employeeshave to be hired and trained at a cost.
Competency is a process of identifying key competencies required
for undertaking organisational tasks.
organization refers to an organization that facilitates the learning of
its members and continuously transforms itself.
Generation includes persons born between 1979 and 1999.
Organizational is a system of shared assumptions, values and
beliefs which governs how people behave in organizations.
competencies are often called soft skills.
Employee involves giving employees the autonomy to take right
decisions.
competencies are needed in the organization so that it can excel
and remain competitive in the market.
Technological deveopments have led to of workplace
is the process of making something new or doing something in a
new way.
diversity refers to the variety of differences between people in an
organization.
Employee refers to a gradual reduction in workforce without
firing employees, which takes place as and when workers resign or retire and
are not replaced.

refers to the habitual non-presence of an employee at his or her job.
refers to the knowledge and skills that enable effective
performance of an activity or a job
refers to planned elimination of positions or jobs.
is a ratio of returns to cost.
is an integrated system used to gather, store and analyse
information regarding employees.

A balance refers to an employee's ability to maintain a healthy
balance between their work roles, their personal responsibilities and family life.

culture is a work environment created by the management to
encourage employees to think creatively and differently.
Employee is the extent to which employees feel passionate about
their jobs and are committed to the organisation.
Innovative culture is the work that managers encourage to
nurture and develop to generate innovative ideas.
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Employee is the extent to which employees feel passionate about
their jobs and are committed to their work.

is basically an intersection of HR and information
technology through HR software
Generally, higher employee turnover rate takes place among
achievers.
Job is a way to motivate employees by giving them increased
responsibility and variety in their jobs
Persons employed with working provide services to different
companies
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