
UNIT 5 
CHAPTER 1 – STAFFING 
 

Staffing involves filling the positions needed in the organization structure by appointing 

competent and qualified persons for the job. 

 

Authority 
 
Authority implies the right to command and the power to act. Authority is the right to give orders 

to subordinates, right to make decisions, and right to control subordinates. 

 

Types of authority 

 

1. Line authority – It is given to line managers to achieve the objectives of the organization 

2. Staff authority – It is given to staff managers to give advice and service to the line 

Managers 

3. Functional authority – it is the right delegated to an individual or a department to control 

specified processes, policies or other matters relating to the activities undertaken by persons in 

the other departments. Eg. Production manager is given line authority in production department. 

However functional authority may be given for a particular department or full organization. So 

functional authority is not restricted to a particular department 

. 

Responsibility 
It is the work assigned to a position. Responsibility is the assignment of duties by the executive 

to the subordinates, which the subordinate is expected to perform. This now becomes the 

responsibility of the subordinate to complete the task given to him by the executive. 

 

Empowerment 
 
Empowerment means that employees,, managers, or teams at all levels in the organization are 

given the power to make decisions without asking their superiors for permission. Empowerment 

of subordinates means that superiors have to share their authority and power with the 

subordinates. This participation raises self esteem. It enhances the sense of belonging and worth 

and increases their productivity. 

 

Delegation 
 
A manager alone cannot perform all the tasks assigned to him. In order to meet the targets, the 

manager should delegate authority. Delegation of Authority means division of authority and 

powers downwards to the subordinate. Delegation is about entrusting someone else to do parts of 

your job. Delegation of authority can be defined as subdivision and suballocation of powers to 

the subordinates in order to achieve effective results. 



 
Centralisation 
 
It is the process of transferring and assigning decision-making authority to higher levels of an 

organizational hierarchy. The span of control of top managers is relatively broad, and there are 

relatively many tiers in the organization. 

 

Characteristics 
 
• Philosophy / emphasis on: top-down control, leadership, vision, strategy. 

• Decision-making: strong, authoritarian, visionary, charismatic. 

• Organizational change: shaped by top, vision of leader. 

• Execution: decisive, fast, coordinated. Able to respond quickly to major issues and changes. 

• Uniformity. Low risk of dissent or conflicts between parts of the organization. 

 

Advantages of Centralization 
 
• Standardisation of procedures 

• Coordination of activities 

• Greater efficiency 

• Reduced cost 

 

Disadvantages of Centralization 
 
• Destroys individual initiative. 

• Slows down operation 

• Overburden for few 

 

Decentralisation 
 
It is the process of transferring and assigning decision-making authority to lower levels of an 

Organizational hierarchy. The span of control of top managers is relatively small, and there are 

relatively few tears in the organization, because there is more autonomy in the lower ranks. 

 

Characteristics 
 
• Philosophy / emphasis on: bottom-up, political, cultural and learning dynamics. 

• Decision-making: democratic, participative, detailed. 

• Organizational change: emerging from interactions, organizational dynamics. 

• Execution: evolutionary, emergent. Flexible to adapt to minor issues and changes. 

• Participation, accountability. Low risk of not-invented-here behavior 

Advantages of Decentralization 
• Raise morale and promote interpersonal relationships 

• Relieve from the daily administration 

• Bring decision-making close to action 



• Develop Second-line managers 

• Promote employee‟s enthusiasm and coordination 

Recentralisation of authority 
 
At times an enterprise cab be said to recentralize authority – to centralize authority that was once 

decentralized. Recentralisation is not normally a complete reversal of decentralization, as the 

authority is not wholly withdrawn by the managers who made it. The process is a centralization 

of authority over a certain type of activity or function, wherever in the organization it is found. 

 

Organisation culture 
 
The attitude, traits and behaviour patters which govern the way an individual interacts with 

others is termed as culture. In the same way organizations have certain values, policies, rules and 

guidelines which help them create an image of their own. Organisational culture is the general 

pattern of behaviour, shared beliefs, and values that members have in common. 

 

Types of organizational culture 
 
1. Strong organization culture – It refers to a situation where the employees adjust well, 

respect the organizations policies and adhere to the guidelines. In such a culture people enjoy 

working and take every assignment as a new learning and try to gain as much as they can. 

 

2. Weak organizational culture – In such a culture individuals accept their responsibilities 

out of fear of superiors and harsh policies. The employees in such a situation do things out of 

compulsion. 

 

STAFFING PROCESS 

 
 
The staffing process encompasses man power planning, recruitment, selection, and training. 

 

a) Manpower requirements: 
 

Manpower Planning which is also called as Human Resource Planning consists of putting right 

number of people, right kind of people at the right place, right time, doing the right things for 

which they are suited for the achievement of goals of the organization. The primary function of 

man power planning is to analyze and evaluate the human resources available in the 

organization, and to determine how to obtain the kinds of personnel needed to staff positions 

ranging from assembly line workers to chief executives. 

 

b) Recruitment: 



 
Recruitment is the process of finding and attempting to attract job candidates who are capable 

of effectively filling job vacancies..Job descriptions and job specifications are important in the 

recruiting process because they specify the nature of the job and the qualifications required of 

job candidates. 

 

c) Selection: 
 

Selecting a suitable candidate can be the biggest challenge for any organization. The success 

of an organization largely depends on its staff. Selection of the right candidate builds the 

foundation of any organization's success and helps in reducing turnovers. 

 

d) Training and Development: 
 

Training and Development is a planned effort to facilitate employee learning of job related 

behaviors in order to improve employee performance. Experts sometimes distinguish between 

the terms “training” and “development”; “training” denotes efforts to increase employee skills on 

present jobs, while “development” refers to efforts oriented toward improvements relevant to 

future jobs. 

 

MANAGER INVENTORY CHART 
 
Manager Inventory Chart, also known as replacement chart, is used in Replacement Planning of 

human resource management in an organization. 

It is common for business to keep an inventory (stock ) of raw materials and goods on hand to 

enable it to carry on its operation. In the same sense enterprises keep an inventory of available 

human resources, particularly managers, as competent managers are vital requirement for 

success. Manager inventory chart is simply an organizational chart of a unit having managerial 

positions being indicated and keyed with a system of promo ability to each personnel. 

 

Advantages of Manager Inventory chart 
 
1. Clear Idea about staffing situation 

2. Clear indication on future supply of managers 

3. Reduces migrations or resignations 

4. Identifies not performing employees and to be trained or replaced 

5. Managers can be transferred from one department to another and help the weak departments 

 

Disadvantages of Manager Inventory Chart 
 
1. Data doesn‟t show to which position one may be promotable 

2. Data insufficient for fair assessment of all capabilities of a person 

3. Takes time and effort to keep the chart up-to-date 

4. Top level managers may be reluctant to make their charts available to others 



 
 
Job Analysis 
 
Job analysis is an intensive and direct technique for identifying the essential information 

regarding the job. It is the process of determining the tasks involved in the job and the personnel 

qualities of the individuals required to perform the job. Job analysis provides information both 

for the job and job holder. Job analysis is ―the process of determining, by observation and 

study, and reporting pertinent information relating to the nature of a specific job. It is the 

determination of the tasks which comprise the job and of the skills, knowledge, abilities and 

responsibilities required of the worker for a successful performance and which differentiate one 

job from all others. 

 



 
Job Description 
 
The results of the job analysis are written in a statement known as job description. In other words 

job description is a descriptive statement of the organizational relationship, responsibilities and 

duties on a given job. It tells us what is to be done and how it is to be done and why. 

 

Job Specification 
 
The job description helps in preparing the specification for each job. So it is a product of job 

analysis. It is a statement of maximum acceptable human qualities necessary to perform the job 

satisfactorily. It is written record of the physical, mental, social, psychological and behavioral 

characteristics which a person should possess in order to perform the job effectively. 

 

Job Design 
 
Job design follows job analysis. It is a process of organizing tasks, duties and responsibilities 

into a unit of work to achieve organizational objectives. Job design defines the various tasks 

required to do a specific job and the method of performing the tasks. While job analysis is the 

process that identifies tasks, duties, responsibilities, required qualifications, skills and knowledge 

etc for an individual for a job, job design is the allocation of tasks to an employee or group of 

employees in an organization. 

 

Steps involved in job design 
 

1. Specifying individual tasks – This means that the different tasks to be included in a job 

are specified and are categorized 

2. Specifying methods - In this step, the specific methods to conduct the various tasks are 

identified. Specification of methods provides the basic guidelines to perform the job 



3. Combining tasks into jobs – After specifying the individual tasks to be included in a job, they 

are combined into a group and assigned to individual employee or group. 

 

Importance of Job design 
 
1. It helps the firm in achieving cost reduction by eliminating causes of accidents and injuries 

through enhanced safety and health measures 

2. It enhances employee satisfaction, motivation, involvement and commitment levels, leading to 

improved cooperation between the management and employees 

3. It contributes effectively to organizational effectiveness 

 

Job evaluation 
 
Job Evaluation is a system wherein a particular job of an enterprise is compared with its other 

jobs. In the present industrial era, there are different types of jobs which are performed in every 

business and industrial enterprise. Comparative study of these jobs is very essential because on 

the basis of such study the structure of wages for different types of jobs is prepared. The 

comparison of jobs may be made on the basis of different factors such as duties, responsibilities, 

working conditions, efforts, etc. In nut shell, it may be said that job evaluation is a process in 

which a particular job of a business and industrial enterprise is compared with other jobs of the 

enterprise. 

 

Objectives of Job Evaluation 
 
The following are the objectives of job evaluation: 

To secure and maintain complete, accurate and impersonal descriptions of each distinct job or 

occupation in the entire plant 

To provide a standard procedure for determining the relative worth of each job in a plant; 

To determine the rate of pay for each job which is fair and equitable with relation to other jobs 

in the plant, community or industry; 

To ensure that like wages are paid to all qualified employees for like work; 

To promote a fair and accurate consideration of all employees for advancement and transfer; 

To provide a factual basis for the consideration of wage rates for similar jobs in a community 

and industry; and 

To provide information for work organization, employees‟ selection, placement, training and 

numerous other similar problems. 

Job Evaluation vs. Job Analysis 
 
Job analysis is a systematic way of gathering information about a job. Job Evaluation begins with 

job analysis and ends at the determination of the worth of the job. 



Methods of Job Evaluation 
 
Ranking Method: Jobs are arranged from the highest to the lowest, in order of their values or 

merit in the organization. Job at the top has the highest value and job at the lowest has the lowest 

value. Jobs are arranged in each department and then department rankings are combined to 

develop an organizational ranking 

 

Job Grading or Job Classification Method:  
 
This method works by assigning each job a grade, level or class that corresponds to a pay grade 

for instance Grade I, Grade II, Grade III and so forth. These grades or classifications are created 

by identifying gradations of some common denominations, such as job responsibility, skill, 

knowledge, education required, and so on. Then, for each job grade so created standard job 

descriptions are determined. Thereafter, such standard description is matched with job 

descriptions in the organization 

 

Factor-comparison Method : 
This method is a combination of ranking and point systems. All jobs are compared to each other 

for the purpose of determining their relative importance by selecting four or five major job 

elements or factors which are more or less common to all jobs. These elements are not 

predetermined. These are chosen on the basis of job analysis. 

The few factors which are customarily used are: (i) mental requirements (ii) skill (iii) 

Physical requirements (iv) responsibilities (v) working conditions, etc. 

 

Personal characteristics needed by Managers 
 
1. Desire to manage – The successful manager has a strong desire to manage, to influence others, 

to get results through team effort of subordinates. 

2. Communication skill and empathy 

3. Integrity and honesty 

4. Past performance as a manager 

 

Recruitment of employees 
 
Recruitment means search of the prospective employee to suit the job requirements as 

represented by job specification–a technique of job analysis. It is the first stage in selection 

which makes the vacancies known to a large number of people and the opportunities that the 

organization offers. In response to this knowledge, potential applicants would write to the 

organization. The process of attracting people to apply in called recruitment. 

 

Sources of recruitment 
 
The various sources of recruitment are generally classified as internal source and external source. 

 



Internal Sources: This refers to the recruitment from within the company. The various 

internal sources are promotion, transfer, past employees and internal advertisements. 

 

External Sources: External sources refer to the practice of getting suitable persons from 

outside. External sources include recruitment agencies, newspaper and media advertisement, 

campus recruitment etc 

 

Recruitment process 
 

a) Identification of vacancy: 
 

The recruitment process begins with the human resource department receiving requisitions for 

recruitment from any department of the company. These contain: 

• Posts to be filled 

• Number of persons 

• Duties to be performed 

• Qualifications required 

 

b) Preparation of job description and job specification: 
 

A job description is a list of the general tasks, or functions, and responsibilities of a position. It 

may often include to whom the position reports, specifications such as the qualifications or skills 

needed by the person in the job, or a salary range. A job specification describes the knowledge, 

skills, education, experience, and abilities you believe are essential to performing a particular 

job. 

c) Selection of sources: 
 

Every organization has the option of choosing the candidates for its recruitment processes from 

two kinds of sources: internal and external sources. The sources within the organization itself 

(like transfer of employees from one department to other, promotions) to fill a position are 

known as the internal sources of recruitment. Recruitment candidates from all the other sources 

(like outsourcing agencies etc.) are known as the external sources of the recruitment. 

 

d) Advertising the vacancy: 
 

After choosing the appropriate sources, the vacancy is communicated to the candidates by means 

of a suitable media such as television, radio, newspaper, internet, direct mail etc. 

 

e) Managing the response: 
 

After receiving an adequate number of responses from job seekers, the sieving process of the 

resumes begins. This is a very essential step of the recruitment selection process, because 

selecting the correct resumes that match the job profile, is very important. Naturally, it has to be 

done rather competently by a person who understands all the responsibilities associated with the 

designation in its entirety. Candidates with the given skill set are then chosen and further called 

for interview. Also, the applications of candidates that do not match the present nature of the 



position but may be considered for future requirements are filed separately and preserved. The 

recruitment process is immediately followed by the selection process. 

 

Selection 
 
The selection process begins with the job specification. The more dearly and precisely it is done 

the less would be the number of qualified applicants. Suppose the purpose is to select 

management trainees. If the qualification prescribed is MBA, the number of applicants may be in 

hundred. If the qualification is graduation in any discipline, the number of applicants may be in 

thousand. 

 

Selection Process 
 

a) Initial Screening 
 

This is generally the starting point of any employee selection process. Initial Screening 

eliminates unqualified applicants and helps save time. Applications received from various 

sources are scrutinized and irrelevant ones are discarded. 

 

b) Preliminary Interview 
 

It is used to eliminate those candidates who do not meet the minimum eligibility criteria laid 

down by the organization. The skills, academic and family background, competencies and 

interests of the candidate are examined during preliminary interview. Preliminary interviews are 

less formalized and planned than the final interviews. The candidates are given a brief up about 

the company and the job profile; and it is also examined how much the candidate knows about 

the company. Preliminary interviews are also called screening interviews. 

 

c) Filling Application Form 
 

A candidate who passes the preliminary interview and is found to be eligible for the job is asked 

to fill in a formal application form. Such a form is designed in a way that it records the personal 

as well professional details of the candidates such as age, qualifications, reason for leaving 

previous job, experience, etc. 

 

d) Personal Interview 
 

Most employers believe that the personal interview is very important. It helps them in obtaining 

more information about the prospective employee. It also helps them in interacting with the 

candidate and judging his communication abilities, his ease of handling pressure etc.In some 

Companies, the selection process comprises only of the Interview. 

 

e) References check 
 

Most application forms include a section that requires prospective candidates to put down names 

of a few references. References can be classified into - former employer, former customers, 



business references, reputable persons. Such references are contacted to get a feedback on the 

person in question including his behavior, skills, conduct etc. 

 

f) Background Verification 
 

A background check is a review of a person's commercial, criminal and (occasionally) financial 

records. Employers often perform background checks on employers or candidates for 

employment to confirm information given in a job application, verify a person's identity, 

 

Final Interview 
 
Final interview is a process in which a potential employee is evaluated by an employer for 

prospective employment in their organization. During this process, the employer hopes to 

determine whether or not the applicant is suitable for the job. Different types of tests are 

conducted to evaluate the capabilities of an applicant, his behavior, special qualities etc. Separate 

tests are conducted for various types of jobs. 

 
h) Physical Examination 
If all goes well, then at this stage, a physical examination is conducted to make sure that the candidate has 

sound health and does not suffer from any serious ailment. 

 

i) Job Offer 
A candidate who clears all the steps is finally considered right for a particular job and is presented with 

the job offer. An applicant can be dropped at any given stage if considered unfit for the job. 

 

SYSTEMS APPROACH TO SELECTION 
 

 
 

Above figure shows that the staffing is the management function relates to the total management 

system. The enterprise plans (planning) become the basic for organization plans (organizing) that 

are necessary to achieve enterprise objectives. The staff selected, will perform its functions under 

the supervision of first two aforesaid plans. 

 

Techniques and instruments used for selection 



 
1. Tests: A test is a sample of an aspect of an individual„s behavior, performance or attitude. 

It also provides a systematic basis for comparing the behavior, performance or attitude of two or 

more persons. Tests serve as a screening device and provide supplementary inputs in selection 

decisions. Their value lies in the fact that they serve additional predictors intended to make 

selection decision more apt and accurate. 

 

Intelligence Tests: These are tests to measure one„s intellect or qualities of understanding. 

They are also referred to as tests of mental ability. The traits of intelligence measured include: 

reasoning, verbal and non-verbal fluency, comprehension, numerical, memory and spatial 

relations ability. 

 

Aptitude Tests: Aptitude refers to one„s natural propensity or talent or ability to acquire a 

particular skill. While intelligence is a general trait, aptitude refers to a more specific capacity or 

potential. It could relate to mechanical dexterity, clerical, linguistic, musical academic etc 

. 

Achievement Tests: These are proficiency tests to measure one„s skill or acquired 

knowledge. The paper and pencil tests may seek to test a person„s knowledge about a particular 

subject. 

 

PIP Tests: PIP tests are those which seek to measure one„s personality, interest and 

preferences. These tests are designed to understand the relationship between any one of these and 

certain types of jobs. 

 

Projective Tests: These tests expect the candidates to interpret problems orsituations. 

Responses to stimuli will be based on the individual„s values, beliefs and motives. 
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