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Debentures at a Glance

:
are 1
Tcll &

herefore oWt sm® ally highed

nvestorns V5 T . of debentures 15 ENCTay nigher g
ice. The unit price 'ﬂ.-bé able to purchase debentures,

< who want high return and appp

s of new companies do not -

SOE I L
1 o

sha

- < - i ] -
i Ty e
= fea
st e
Df Ne car
.J o]

— Advantages

Disadvantages

1. | Trading on equity
3. | Appeal to cautious investors

4. | Flexibility

5. | Tax benefit

6. | No interference in management

Fixed burden on profits
Loss of prestige

Charge on assets
Limited appeal

/3:10 LOANS FROM COMMERCIAL BANKS
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rm of equity and debt. These instituti Hupnepnan ) o
locating and filling gaps in the country’s industrial structure. 1FCI, (Industrial Fi
Corporation of India), IDBI, (Industrial Development Bank of India), ICICI, (Industri;
Credit and Investment Corporation of India), SIDBI (Small Industries Development Bank
of India) are well-known development banks in the country. In addition, the LIC, General
Insurance Corporation, SFCs, (State Financial Corporations), NIDC, NSIC, UTI etc., also
help in providing finance to industry. These specialised financial institutions have become
the biggest source of finance for industries in India.
vantages: The main advantages of institutional finance are as follows:

1. Both risk as well as loan capital is available. Special financial institutions provide
underwriting facilities also. Benefits of trading on equity are available.

2. New companies which may find it difficult to raise financial from the public can get
finance from these institutions. Assistance 1 available when recourse to normal sources S
impracticable or unprofitable. Modernisation and expansion plans can be financed without
much strain on the financial structure of the company.

3. As these institutions carry out a thorough investigation before granting assistance
to a concern relationship with them helps to increase the creditworthiness of a company.

4. Loans and guarantees in foreign currency and deferred payment facilities are
available for the import of required machinery and equipment,

5, The rate of interest and repayment procedures are convenient and economical.
Facilities for repayment in €asy instalments are made available to deserving concerns.

6. Along with finance, a company can obtain expert advice and guidance for the

successful planning and administration
Disadvantages: However, institutl
mitations:

1. The concern requiring finance

itself to a thorough investigation. A numbe
2. Many deserving concerns may fail to get assistance for want of security and other

conditions laid down by these institutions.
3. Sometimes these institutions place restrictions on the autonomy of management.

They lay down a convertibility clause in loan agreements. [n some cases, t_hey insist on
the appointment of their nominees on the Board of Directors of the borrowing company.

of projects:
onal ffinancing may involve the following

from special financial institutions has to submit
r of formalities and documents arc involved.
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Public Deposits at @ Glance
Demerits

No. Merits
1. | Convenience

2. | Economy

3. | No charge on assets
4. | Flexibility
5

6

Uncertainty
Limited appeal
Restrict growth of capital markets
Not available to new firms
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i
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12.2C | .
finance in several ways: finance for business Ly,

1. Loans and Advances: A loan is a direct advance made in lump sum which is

credited to a separate loan account in the name of the borrower. The borrower withdraws

the full amount in cash immediately and undertakes to repay it in one, or more instalments.
The borrower is required to pay the interest on the whole amount from the date of sanction.
Loans may be secured or unsecured. Loans granted for some immediate need, e.g., to hold
stocks are known as transaction loans. These are usually secured by pledge of specific
assets which are in the actual or constructive possession of the bank.

2. Cash credits. It is a revolving credit agreement under which a borrower is allowed
to borrow upto a certain limit. Unlike a loan. it is a running account from which the
amounts can be withdrawn and paid back from time to time, subject to the stipulated
amount. Cash credit is of two types. When the cash credit is not backed by any security,
+ is known as clean cash credit. Under it, the borrower submits a promissory note which
is signed by two or more sureties. In case of secured cash credit, the borrower is required
to give security in the form of tangible assets or guarantees. In both types of cash credit,
the borrower has to pay interest only on the amount actually utilised.

The bank can refuse credit when the creditworthiness of the borrower 18
unsatisfactory or when there s shortage of funds. The maximum amount known as the
Jimit’ is determined according 10 the financial position of the borrower. Cash credit is
available to firms of high credit standing only. It avoids the need to negotiate credit again

and again and paying interest on idle (unutilised) money.

3. Bank overdrafts. Itis a kind of a temporary financial accommodation extended
by a bank to its regular customers. Under this arrangement, a customer having a current
account with the bank 1S allowed to overdraw his account upto a specified amount. A
business enterprise can enter into this arrangement o take care of a temporary (a few
days) shortage of working capital. Interest is charged on the amount actually overdrawn
and not on the amount sanctioned by the bank. The borrower has not to seek approval of

the bank every time it 18 overdrawing.
4. Discounting of Bills. This implies procuring cash from a bank in exchange for

credit instruments. Commercial banks provide short-term finance to business concerns
by discounting their bills of exchange, promissory notes and hundies. Banks charge some
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on profits Bank Credit at a Glance
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4.2 National Electronic Funds Transfer (NEFT) |
b 4.3 E-Banking—Debit and Credit cards, ATM, Mobile Banking-SMS alerts
aly \ 4.4 lssue of Bank Drafts Online .

' 4.1 REAL TIME GROSS SETTLEMENT (RTGS) ©

d to borpy It is a funds transfer system under which transfer of funds takes place from one bank to |
unts cgy another on a ‘Real Time® and ‘Gross® basis. Settlement on ‘Real Time' means there is no '.
Ft"i'fn typa waiting period, in payment-transaction. The transaction is settled as soon as it is processed. |
.'_edxt Unit ‘Gross® settlement means the transaction is made on one to one basis without bunching l
ies. Incw or netting with any other transaction.

of tangit The RTGS service is available to customers from 9:00 am to 3:00 pm on week days

estonly® .4 from 9:00 am to 12:00 noon on Saturdays. This is the fastest possible system for .

iransfer of money through the banking system.
Features of RTGS : The main features of RTGS are as follows :
(/) RTGS is not available at all the bank branches in India. This facility is provided

only by CBS enabled bank branches.
(i) RTGS transactions arc processed individually and continuously throughout

banking hours rather than in batches.
(iii) The minimum amount in a RTGS transaction 18 7 two lacs. There is no upper

ceiling for a RTGS transaction.
(iv) The receiving or heneficiary bank must credit the customer’s ac
two hours of receiving the funds transfer message.

(v) Fees charged for RTGS transactions vary from bank to bank.
| 4.2 NATIONAL ELECTRONIC FUNDS TRANSFER (NEFT)

NEFT is a countrywide system by which an individual, firm or company can electronically
trangfer funds from any bank branch to another individual, firm or company having an
country. The funds transfers take place at

account with any other bank branch in the
79
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iion to the costs of administering credit

t.312.4 Instalment Credit
ed  qpstalment credit refers to the facility of buying machinery, equipment and other durable
on credit. The buyer has o pay a part of the price of the asset at the time of delivery
and the balance is payable in a number of instalments. The supplier charges interest
on the balance due and the interest < included in the amount of instalment itself some
suppliers provide instalment credit through finance companies and commercial banks. A
pusiness firm may also buy fixed assets on hire purchase basis. Under this arrangement,
the ownership of the asset remains with the supplier until all the instalments arc paid by
the buyer. Purchase of fixed assets on instalment and hire purchase basis enables a business :
frm to utilise the asset and make payments out of the earnings, made from such use.

=

412.5 Factoring (Accounts Receivable Financing)

Accounts receivable financing implies raising finance through the sale or mortgage of
hook debts. Finance companies or factors provide finance o business concerns through
outright purchase of accounts receivable or against the security of accounts receivable. The
sale finance companies generally make advances upto 60 per cent of the accounts receivable

pledged with them. The debtors of the firm make paymenis 1o it which in turn forwards

edit : |
d them to the finance company. Qometimes, debtors may be required to make payments
an directly to the finance company. Bad debt losses, if any, are to be borne by the business
nent concern itself. Outright gale of accounts receivable is known as ‘factoring’. The business
nted concern is relieved of the cost and eftort of collecting debts and bad debt losses. But it
Fliﬂz is an expensive method of financing.
;B;E \/3(12.6 Customer Advances
- and” In certain cases, manufacturers of suppliers of goods require the cuslomers to deposit an
advance payment before the delivery of goods. The customers advance represents a part
lyerl'ﬁ;_ of the price of the goods ordered/booked by the customers to be supplied at a later date.
cy © This arrangement is used in case of products which are in short supply or which involve

e of a waiting period for delivery, €& automobiles, telephone connection, etc. A nominal
interest is paid on such advance. At the time of delivery of the article, the advance 1S

puy€’ ;‘i:“?éd against the price of the article.
ﬂfﬂdﬁ 2.7 Inter-corporate Deposits

f

o ?jt When a company borrows funds for a short period (say uplo six months) from another
rﬂ.m company which has surplus funds, it is called intercorporate deposit (ICD).
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o ) ustomers leel a sense of security, They do not face the risk of carrying cash.
s witiog Gl ) Unlintiest access t the Sk nanase casiorie situtnn | ¢ a o)
ranch. “Viny E-banking offers the following benefits to banks:
ndividya|, q o ;h ¢ bank gains a competiive advantage.
b o (h) Network of the bank is not limited 1 '
ml':nch_ | Sy imited to the number of branches. Rather it expands
unt that "‘-'%i (c) Centralised data base reduces load on branches,

The main forms of electronic banking are as follows:

ed thmuﬁhﬂ& v 1. Electronic Funds Transfer System (EFTS) Under this system, money can be
transferred from one account to another account. For example, a bank transfers wages
and salaries directly from the company’s account to the accounts of employees of the
company. This service saves both employer and employees from the inconvenience and
nsk of handling large amounts of cash.
The main examples of EFT are as follows:

(@} Direct credits: Salary, pension, dividend on shares, interest on debentures,
plus Service Tn commission, royalty, ete are directly credited to the bank account of a person.

(6) Direct Debits: Loan instalment, school fees, insurance premium, telephone

bills, electricity bills, water bills, club membership fee, credit card dues, etc.
are directly debited to the bank account of the account holder.

FT:

Electronic funds transfer offers the following advantages :

E (f) Payments are made on due dates.
ansactiﬂﬂs-# (#f) There is no loss in transit.

4 individuallf (iif) No expenses are to made on correspondence.
ul_l._lg_lléll'-""' (f¥) There is no mishandling of cash.

1 value 18 (v) Transactions are effortless.

2. Automatic Teller Machine (ATM): ATM is an automatic machine. A customer
can withdraw or deposit money with the help of this machine by inserting his/her ATM
card and typing his/her personal identity number (PIN). The ATM operates for all the
24 hours. This is much less costly and less time consuming than a human teller (bank
employee). ATMs have begun to assume the role of mini bank kiosks making the need
for a visit to a bank branch almost negligible.

cB# Seeing the popularity of ATMs, banks have now began to install other devices such

@ﬂ’ as cash-depnsiting machine (in which you can deposit loose cash), passbook printer,
: g 'Mternet kiosk, information kiosk and phone banking device next to ATMs, which ensure
sbsite © of % that branches see less number of customers. At present, there are around 91,000 ATMs.
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(%) In case one does not have a bank account, the maximum amoypt by

transferred through NEFT system 15 T 49999, .
(%) There is no minimum or maximum amount that can be transferred thy "

when one has a bank account.
(V/) NEFT transactions take place in batches.
(Vi) NEFT cannot be used to receive foreign remittances,
(Vi) The sender of funds has to pay the following charges for NEFT:

1) For an amount upto ¥ One lac
()

(¢) Centralised dat
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< 5 plus Service Tax.

For an amount above ¥ One lac and upto X Two lacs ¥ 15 plus Serviee]
(€ For an amount above ¥ 2 lacs — 7 25 plus Service Tax.
(&) The receiver of funds has to pay no charges,
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4, Credit Card: Anybody hav ‘E] his bank to get a credit card, Rather

ba‘ik. A person need not have money i
of overdraft facility. The name, phn.tﬂ. o
bank and the date of validity are mscndlt :
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branches without any formalities, CBS also known as ‘Centralised Banking Sl No. S131/71111
offers the following facilities: |
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- nn _.: ==
Points of Diﬂﬂi'#l“!& Recruitment : 7 o 3
L. | Meani Searching prospective employees | Choosing the candidates
A \d stimulating them to apply for  necessary qualifications
H-n &
o 1 rOCess.
2. | Nature Positive process. NEgﬂ_tWIE P o b ‘ ..
=5 To create a large pool of candidates. | To eliminate all unsuita ecandl‘hﬁ |
4. | Process Simple as candidates are not EE!T'I?]'IIE:-L as the candidates am-
required to cross many hurdles. required to cross several hurdles.
4. | Number No restriction upon the number of | Only a limited number of candidates
candidates. are selected.
3. | Order It is done prior to selection, It is made only after recruitment

—

4.3 STEPS IN SELECTION PROCEDURE

A well-organised selection procedure
should be designed to select suitable candidates

procedure should help in getting more and
more information about the candidate. There s
no 1deal selection procedure appropriate for g
cases. Generally, the following steps are used n

for various jobs. Each step in the selection
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ther it is worthwhile for the candidate to fil
up the ap] on bank. Candidates possessing
the mmn qualifications

chance of being selected are given the prescribed

The preliminary interview is beneficial to
both the employer and the candidate. It saves the
time and expense of the employer in processing
the applications of unfit candidates. The candidates
are also saved from the trouble of passing through
a long procedure and being rejected.

. Application Blank : Application form
contains columns for name, age, address,
education, job experience, etc. of candidates. A
variety of application forms are used in practice.
The application form should provide all the

relevant information about the candidate and yet
be brief.

Application blank is an important step in
selection procedure. It provides a detailed and
permanent record about the candidate. It reflects
the candidate's suitability and interest for the
_iﬂb/l'entative inferences can be drawn from it.
Application blank also serves as the basis for
framing the questions to be asked during the
interview.

The application form should provide all the
information relevant to selection. But reference
to caste, religion, birth place may be avoided
as it is regarded an evidence of discrimination.
Generally, an application form contains the
following information :

(a) Identifying information—Name,

address, telephone no., etc.

(b) Personal information—age, sex, place

of birth, marital status, dependents, etc.

and having some

(g) References T
hobbies, games and sports, memb
of professional bodies, etc.

Application form helps to serve several
objectives. Firstly, scrutiny of the form helps
to weed out candidates who are lacking in
education, experience or some other eligibility
traits. Secondly, it helps in formulating questions
to be asked in the interview. [hirdly, data
contained in application forms can be stored for
future reference. Application form duly filled
in is also called biodata or curriculum vitae.
It provides factual information required for
evaluating the candidate. It is also used as a basic
record of personal data for those finally selected.

3. Selection Tests : Atter scrutinising the
applications, a list of those candidates is prepared
who will be tested and interviewed. Tests have
become a popular device for screening candidates.
These tests are based on the assumption that
human traits and work behaviour can be predicted
by sampling. Individuals differ in their physical
and mental qualities. Various types of tests are
used to judge these qualities. Tests are helpful
in measuring a candidate's suitability for the job
and in establishing standards of job performance.
However, tests are not fully reliable and th
also involve time and money. Tests are more
useful in identifying and eliminating unsuitable
candidates. Therefore, tests should be used only
as a supplement rather than an independent
technigue of selection. Psychological tests are
intended to test behavioural characteristics hke
dominance. tolerance, adaptability, adjustability,
aggression, emotional characteristics etc. These

— i
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Once an adequate umber di
- o candidates
become available th:uugh rﬂcr[::fitment th
. the

process of selection begins.

oy (e

4.1 ME,

sm;;zgf ;;sz;;lc;r}rmmﬂ the process of careful
¢ available candidates 1o
chﬂﬂSE‘lhErmﬂst suitable ones to fill the job
vacancies in an organisation. Under it, the
qualifications, experience, background. attitudes,
personality and other traits of candidates are
compared with the requirements of the job, It
15 the process of dividizz all the candidates
into two categories — (a) those who are to be
employed, and (b) those who are to be rejected.
“Selection is the process of choosing
from among the candidates the most suitable
person for the current position or for the future
position™. — Dale Yoder
“Selection is the Process of differ-:miating
between applicants in order to identify and hire

those with a greater likelihood of success In a

Job™, — Stoner

Selection is an important function of
personnel management. Errors committed at the
time of selection may prove very costly. !f the
selection process is faulty, unsuitable candidates

are appointed. As a result, the

the organisation goes down. Such person shirk

work and absent themselves from work quite ;_};f"'

efficiency of

This leads to waste of time and money spent or
their selection and training. Proper selection and
placement of personnel are essential for building
up a suitable work-force. It helps 'mr lmp!m
the efficiency of operations and the morale of
employees. The rates of labour turnover and
absenteeism can be kept low. ="

The main characteristics of staff selection

are as follows :

(1) Staff selection is a process consisting of
several inter-related steps.

(i) It is called a negative process because
unsuitable candidates are rejected in
order to identify the suitable ones. The
number of rejected candidates is usually
much more than that of the selected.

(ii1) Selection succeeds recruitment as it is
always done after recruitment.

(iv) Selection involves matching the candidate
with the job i.e., fitting square pegs into
square holes.

(v) The basic purpose of selection is
to choose the right types of people
who can efficiently perform the jobs
assigned to them.

4.2 DISTINCTION BETWEEN
RECRUITMENT AND SELECTION

.:Selecti-:;-n is different from recruitment. It

’
)

¥
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Mﬁfﬁﬂk opinion unless a promise is made that
all information will be kept strictly confidential
Moreover, information given by them may be
biased in favour of the candidate.

! ‘Final Approval : The candidates who
found suitable after the medical check-
and background investigation are formally

appointed by issuing appointment letters to them.

They are asked to join duty by the specified

date. Generally, the candidates are appointed

on probation of one or two years. No selection
procedure is foolproof and the best way to
judge a person is by observing him working
on the job. Candidates who give satisfactory
performance during the probationary period are
made permanent.

The main types of employment tests arc
as follows :

(a) Intelligence
to measure a person's capacity
and comprehension in terms of his memory,
vocabulary, mental alertness, capacity to grasp

tects. These tesis arc used
for reasoning

jobs after going d ¢

Aptitude tests help o predict future pe
These are used to identify persons with spec al
inclination and abilities. '

{c) Trade tests. These lests are designed to
measure the applicant's level of knowledge and
skill already achieved in a particular trade or
occupation. For example. candidates for the job
of a typist may be asked to type a page SO as
to judge their speed and accuracy. Trade tests
are also known as performance tests, proficiency
tests or achievement 1€s1S.

(d) Interest tests. Such tests arc employed
to find out the preferences of an individual for
a certain type of work.

(e) Personality tests. These tesls are aimed
at finding out emotional balance, maturnty,
temperament, etc. of the candidate.

(f) Dexterity tests. Such tests are designed
to determine an individual's capacity 1o use his
hands and fingers in industrial work.

Table 4.2 : Advantages and Disadvantages of Tests

Advantages

Disadvantages

Provide additional information.
Help to reduce bias n selection.
Establish performance standards.

R

Useful for checking information in applications.

Not fully rehable.

Cannot measure all qualifications.

Lad BB =

Time consuming and expensive.

l

19, Placement : Selected candidates are pul
up or posted on appropriate jobs. This 15 called
placement. It is the process of assigning specific
jobs and work places 1o the selected candidates.
It involves matching the candidate and the

job. Proper placement helps to improve work
efficiency and satisfaction of employees. While
placing the employees, the requirements of both
the organisation and the candidates should be
taken into consideration.

P




(a) to cross-check the information obtained

through application blank and tests, and

(b) to give an accurate picture of the job

and the company.

Interview is the most widely used step in
employee selection. There are some qualities
which can be judged only through a face-to-face
talk with candidates: However, interview suffers
from several drawbacks. Firstly, it is a time
consuming and expensive device. Secondly, it
can test only the personality of the candidate and
not his skills for the job. Thirdly, the interviewer
may not be an expert and may fail to extract
all the relevant information from the candidate.
Fourthly, the personal judgement or bias of the
mterviewer may make the result of the interview
Inaccurate.

When a panel is interviewing, the
individuals in the panel need to have some
understanding about dividing the work and time
among themselves. Each member should be able
to complete whatever he is exploring, before
another member gets into the action,

Interviews should be conducted in 3 proper
physical environment. The interviews room
should be free from noise and imterruption. The
environment should be quiet and confidential,
People generally talk freely and trankly when
there is privacy and comfort. Therefore.
candidates should be put at ease, The interviewer
should pay full attention to what the candidate
says. :

5. Group Discussion (GD) : | ap interview
the candidate gets no opportunity tg panigipﬂté
and show his leadership ability. Therefnm, the
interviewer cannot judge the leadm-ship quality

discuss the ptﬂblﬂ!il;l er:
ﬁ. ﬁutgen The observer gmclid the fiscussion
H records how many times m wh.&t way
- or addresses/reacts to other membey,

memb :
:{;hputs forth his views on the prublnga. ome
members may initiate and lead the discussion

while others may initiate Efnd leadipe ' Ssion
while others may pﬂ]‘tlclp?ﬂe Very !lttlE. he
leadership qualities, behaviour and judgement
of every member can be judge.d on the basis of
observations made. The behaviour of a mﬂmi:m:
might have been aggressive Or cooperative,

Group discussion is W'ic%ﬂly used to screen
candidates for admission 1nto management
schools. It is a useful device for selecting people
when the job requires cooperation of several
persons. It can be used for selecting supervisors
and executives who require social or human
skills. But the time allowed for interaction
s not adequate enough to make an accurate
assessment. Environmental circumstances or the
situation may place some candidates in a more
C?T{imanding position than others. It is more
difficult to administer group discussion than a
HlTLlEtLll:ﬂd interview, Group discussions provide
[ﬂh?:; .j:t:;la -:lhlrlfi the candidates, particularly if

Ject of discussion s

— MOt anticipated

— I some way famil
The contents of il
0 the extent that 1]
Processes, values, gtc
Important as j reveals

.8 Medical o p
Candidates whe, »+

lar to all in the group.
1© discussion is important
1€y reveal the thought
- The process is equally
Interpersonal skills.
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5.3. IMPORTANCE OF TRAINING

Training 15 beneficinl o both, employers
and employees. A well-trained employee is an
asset (o the enterprise because s elliciency
and productivity is high, Frnining enables 1he
employee 1o obtain job security, higher earnings
and promotion. In fact management has no
choice whether or not to train employees.
Ihe only choice lefl is whether i
be tmparted through a formal and systematic
programme or not. In the absence of forma|
iraining, employees leam by “qrjal and error,*
They pick wrong ways of doing things and {he
time involved in |.1:.'|._1‘m||.g I5 very |”|1,:.1_ Formul
training helps tuln.ummua:: me, cost und w,
involved in training. The Main advyng
training are as follows:

I Higher Productivity, Ty,
o improve the job Performance
Well-trained employees are
i resull the quantity and (
Inerease.
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L. Reduced supervision. Well-trained
employees are self-reliant. They do not requiré
continuous and intensive supervision. Thereforg
the SUPETVISOrs can save their time and energy

3. Better safety. Human error or negligence
I8 the major cause of weidents in industres
!'IHI‘J|H:»'1‘|..'H who lack 1-.J|I.r".'-.|l.:{|'_'l.'. and Eki”
regarding their job often commit mistakes
I“”“'"!—‘ makes employvees pruf'JL'I'L!nt and
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Once the employees are selected and placed
on jobs, they need to be trained to make them
efficient in performing the job.

- MEANING AND DEFINITION OF
TRAINING

(k;l‘raiﬂing is the process of increasing the
job knowledge and skills of employees. It is an
organised or systematic activity wherein people
require knowledge and skills for doing specific
work. It 1s a two-way process because there musi
be someone to leamn and someone to teach. A
training programme is prepared to improve the
knowledge and skills of employees.

According to Michael Jucious, “training is
any process by which the aptitudes, skills and
abilities of employees to perform specific jobs
are increased. On the other hand, education is
the process of increasing the general knowledge
and understanding of employees.”

The main objectives of tramming are as
follows :

] To prepare employees for the right jobs
by imparting the required knowledge
and skills.

-’fﬁ] To enable employees to work more
efficiently on their present jobs by
exposing them to the latest concepts and
techniques,

_(ii1) To build a second line of competent
officers by preparing them to occupy
higher positions,

5.2 DISTINCTION BETWEEN TRAINING,
EDUCATION AND DEVELOPMENT

Training should be differentiated from both
education and development.

Training and Education : Education
involves improving the general knowledge and
developing an overall understanding of the
total environment. For example, a mechame
who repairs a car better than an engineer is
only trained. He is not educated because he
does not know the principles of engineering,
Therefore, scope of education is wider than that
of training. Secondly, the purpose of education
is general whereas training has a specific and
immediate purpose of making a person proficient
in a particular job. Thirdly, education involves
formal instruction in a school or college whereas
training can be given on the job itself. Fourthly,
e¢ducation 15 generally theoretical Whereas

training is practical in nature. Fifthly, the cost of

education is generally paid by the Government

and the student. On the other hand, the cost ol

training is generally borne by the employer.
Training and development : Training

“should also be differentiated from development.

Training is the act of improving the knowledge

43
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er
location of factory, office and oth

facilities.

(iii) Arranging lectures by senior managers
of the company to acquaint th,t _n,EW
employees with the history, activitics,
policies, etc. of the company. :

(iv) Distributing handbook of information.
employee manual among NEW
employees.

2, Job Training : It is not always possible
to récruit and select trained employees. When
persons without any training and job experience
are selected, they require some training to
perform their job well. Such training is called job
training and 1t is given to make the employees
knowledgeable and skilled in performing a
specific job.

~3. Remedial Training : This tvpe of
trampmg 18 designed to correct the mistakes and
shortcomings in the work behaviour and job
performance of employees. Some employees
might have picked up faulty ways of doing
work. Remedial traming is provided to remove

these defects and to teach the right methods of

doing the job.

ﬂ;fSEfery Training : The purpose of safety
traiping is to create safety consciousness and t:_:..
teach the use of safety devices so as to prevent
and minimise accidents and injuries,

.~ Promotional Training : When persons
working at lower level are Promoted they
need training in the performance '
jobs. Promotional training involves
employees for higher positions,
with adequate potential are given try
vacancies at higher levelg,
facilitates succession
development,

6, Refresher Truining .
work methods and techniques her
employees have to be tra:::'n:d igﬁtfmf_“hf".ﬂlmu.
methods and technigques, Rufresh: e ']_i ew
provided to update the k““wlcdgg r tI‘!rl|r:1Il'Jg 13
employees. It helps to refresh i, o

of higher
Preparing
Employees
Ining to ]
Promotiona Irdining
planning ang Career

When EXisting

b kﬂﬂw]udge

D

and skijy, of

ISC Business Studies Part-2 for Cl; o

d make employecs efficient n ;]?f_. uSe of g
ﬂﬂh]‘]ﬂ'lﬂg}r' Rapid advancements in techngjy,
i:e:ve increased the need for refresher trajni:
Thus, several types of trailning Programme,

can be organised in an office for
isory and managerial staff. J

superv |
5.5 PREPARATION OF THE TRAINING
PROGRAMME _
A good training programme is required for
successful training. The main components of 3
training programme are as follows :

PRE-TRAINING ACTIVITIES

|. Defining the Objectives : The purposs
of training should be clearly defined. Without

clearly defined objectives, training is likely o
be misguided and unsuccesstul.

2. Identifying Training Needs : All training
activities should be related to the specific needs
of the employer and the employees. A training
programme should be launched only after the
training needs are assessed and defined. In ordet
to identify the training needs, the gap between
existing and desired performance, attitudes,
knowledge and skills may be analvsed.

_ 3. Selecting and Motivating the Targel
Group : It is necessary to decide who is to 88
trained — new or old employees, unskilled &8
E'-H_l']‘m-i.kl]h._wj workers SUPervisors or executives
he type ang methods to be used will depend
Lllﬁ_ﬂn the type of persons to be trained. It 18
_F;J::' ::::—p‘-lz:lﬁ lo Create a desire for In.:ﬂl_‘ﬂl-“E'-
they huluu:tiL[Ltilr.l:t]l = mmrL:ﬂ[“l & Immmﬁm.
i bise e l:;l f[ will benefit !I1~.‘11I1 p::ﬂ’:it_fﬂmﬂ_ll
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.anﬁmingprﬂg:'ammeﬂcpends to a great extent
upon the instructors or the resource persons. The
trainer must know both the job to be taught and
how to teach it, He should have an aptitude for
teaching and should employ the right training
techniques.

5. Developing Training Package. This
step involves deciding the content of training,
designing support material for training and
choosing the appropriate training methods.
Training courses may involve specific instructions
in the procedures of doing a job. A training
course may cover time periods ranging from one
week to a few months. In addition to deciding
the contents, methods and time required, it is
advisable to work out budget for alternative
training packages to facilitate choice. Such a
training package should also contain a detailed
syllabus with proper sequencing ol contents
and an appropriate mix of training methods
Support material for training may include study
notes, case studies, pamphlets, charts, brochures,
manuals, movie slides, etc.

POST-TRAINING ACTIVITIES

1. Presentation. This is the action phase
of training. Here the trainer tells, demonstrates
and illustrates in order to put over the new
knowledge and operations. However, before it,
the learner should be put at ease. It is necessary
to explain why he is being taught, to develop
his interest in training. The learner should be
told of the sequence of the entire job, the need
for each step in the job, the relationship of the
job to the total workflow, ete. Instructions should
be clear and complete, Key points should be
stressed and one point should be explained at
a time. Audio-visual aids should be used to

ﬂﬁMm The success of

hurmuungn&m C ques

that he reallyhmwsw de
2, Pertormance Tiymeis WRH
asked to do the job several times slo
mistakes are corrected and, if nﬂm ﬂ'ﬁ&
complicated steps are explained again, As 000
as the trainee demonstrates that he can do the
job rightly, he is put on his own and the training
15 Over.

3. Follow-up. In this step, the effectiveness
of the training programme is assessed. The
feedback generated through follow-up will help
to reveal weaknesses or errors, if any. Necessary
corrective action can be taken. If necessary,
instruction may be repeated until the trainer
learns whatever has been taught to him. Follow-
up action reinforces the learning process. It also
helps in designing future training programimes.

5.6 METHODS AND TECHNIQUES OF
TRAINING

The methods emploved for training of
operalives may be described as under :

1. On-the-Job Training. In this method
the trainee 15 placed on a regular job and taught
the skills necessary to perform it. The trainee
learns under the guidance and supervision of the
superior or an instructor. The trainee learns by
observing and handling the job. Therefore, it is
called learning by doing. This is the most popular
method of tramning,

Several methods are used to provide on-the-
job training, e.g., coaching, job rotation, commitiee
assignments, etc. A popular form of on-the-job
training is Job Instruction Training (JIT) or step by
step learning, It is widely used in the United States (o
prepare supervisors, It is appropriate for acquisition
or improvement of motor skills and routine m‘ld
repetitive operations, The JIT involves the following

steps ©
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. Stabiy and growih. Though o
an organisation can develop its future executives
and thereby ensure its stability. It becomes
flexible as well-trained employees can handle
a great variety of jobs. With the help of well-
trained staff, an organisation can smoothly
expand and diversify.

Benefits of Training to Employees

Training is useful to employees in the
following ways :

(i) Self-confidence : Training helps to
improve the self-confidence of an employee. It
enables him to approach and perform his job
with enthusiasm.

(ii) Higher Earnings : Trained employees
can perform better and thereby earn more.

(iii) Safety : Training helps an employee
to use various safety devices. He can handle
the machines safely and becomes less prone 1o
accidents.

(iv) Adaptability : Training enables an
employee to adapt to changes in work procedures
and methods.

(v) Promotion : Through training employee
can develop himself and carn quick promotions.

(vi) New Skills : Training develops new
knowledge and skills among employees. The
new skills are a valuable assel of an employee
and remain permanently with him.

fﬂm OF TRAINING
According to the purpose training 1s of the

following types :
1. uction or Orientation Training :

Indbetion or orientation is the process of

introducing and familiarising new employees (o

programme helps to m
at home and reduces the initial nervousness on

his part. The_main objectives of an orientation
programme are (a) 1o build-up the new
employee’s confidence in himself and in the
new organisation SO that he may become an
officient employee, (b) to give the necessary
information to the employee about the location
of work rooms, canteen and other facilities, leave
rules. rest period, ete, (c) Jovelop a feeling of
belonging and loyalty to the organisation, and
(d) to ensure that the new employee does not
form a false opinion about the organisation
because first impression is the last il'IIprEES:lﬂfpl;#,_

In small organisations, orientation may be
- formal. But in large firms, a formal orientation
programme is organised o supply the following
type of information to the new employees :

4. Company's history and products

27 Company s organisational structure

. 3. Location of departments and employee
SEMVICES
«1.~4. Rules and regulations
. 5 Personnel policies and practices
. /6. Grievance procedure
7. Safety measures
v & Standing orders
9. Terms and conditions of employment.
An induction training programme may
consist of several activities such as :
(i) Welcoming and introducing the new
employee with his colleagues, superiors
and subordinates during a get-together.

. (i) Taking the new employees around the
building to familiarise them with the
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#ﬂ-ﬂ‘ﬁ&ﬂ‘:iﬁmﬁ{n it is a very eﬂimgm mm
of training a large number of employees in the
same kind of work at the same time. This method
is also useful when it is not advisable to put the
burden of training on line supervisors and when
a special coaching is needed. It is often used
to train clerks, bank tellers, inspectors, inactive
operators, testers, typists, etc,

Demerits :W’Elstihult training is the
most expensive method because of additional
investment in classroom, equipment and expert
trainers. -/S‘.l.-mnd!v the training situation is
somewhat artificial and the trainee does not get a
feel of the real jobThirdly, separation of training
from the supervisory responsibilities may lead to
problems in the organisation.

(b) Apprenticeship Training. EIn this
method, theoretical instruction and practical
learning are provided to trainees in training
institutes classroom lectures are followed by
practical wnr? In India the Government has
established Industrial Training Institutes (ITIs)
for this purpose. Under the Apprenticeship
Act 1962 employers in specified industries
are required to train the prescribed number of
persons in ‘designated trades.” The aim is to
develop all round craftsmen. Generally, a stipend
18 paid during the training period. Thus, it 1s an
“eamm when you learn” scheme.

Merits { The main advantage of this method
is that it combines theory and practice.Secondly,
the trainees acquire skills which are valuable in the
job market. hirdly, apprenticeship programmes
provide skilled workforce to mdustry

L Demerits : : Apprenticeship uammg 15 time
consuming and expensive because the peric-d
of training is quite long and stipend has to

/{Jﬂ
9k e

A -

job proficiency is the rﬂs:u]t ﬂf ar
training period. Draughtsman, nachinema
printer, tool maker, pattern demgnu; mauhuﬁgi
carpenter, weaver, fitter, jeweller, engraver,
electrician, etc. are examples of such areas,

_A€) Classroom Training. Under this
method, training is provided in company class-
rooms or in educational institutions. Lectures,
case studies, group discussions, and audio-visual
aids are used to explain knowledge and skills
to the trainees. Classroom training is suitable
for teaching concepts and problem solving
skills. It is also useful for orientation and safety
training programmes. Some companies maintain
their own training institutes or schools. Special
training courses are designed, e.g., management
course for foremen, computer course for typists,
etc. Courses n retraining and upgrading may
also be conducted. Small firms depend on
outside schools and courses.

(d) Internship Training. It is a joint
programme of training in which educational
nstitutions and business firms cooperate. Newly
recruited employees are sent to the vocational
institutions for theoretical training. They also
work in some factory or office to acquire
practical knowledge and skills. This method
helps to provide a good balance between theory
and practice. But it involves a long time period
due to slow process. This method of training
is used in professional work, e.g., MBBS, CA,
ICWA, Company Secretaries, etc. This method
is :.u:tahl:: for jobs where advanced theoretical
trai requires practical applications.

‘Ni'*f- h..-l.-\
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[m:u od to him clearly.
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~ (d) Following up the training to identify
and correct the deficiencies, if any.

On-the-job training method provides
immediate feedback, permits quick correction of
errors and provides extra practice when required.
But it needs skilled trainers and preparation in
advance.

vﬁeriti: The main advantage of on-the-job
training 1s that the trainee leamns on the actual
machine in use and in the real environment
of the job. He gets a feel of the actual job.
Thmff-"fﬂ* he is better motivated to learn
there is no problem of transfer of training

skills to the. jobh. _,S'éctmdi'y. this method is
very economical because ng addity |

equipment, personnel or other

and

regulations and Procedures h

day to day Epplicaﬂuns.iﬁur:hﬁs ‘
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On-the-job training is, howeye:
widely used and accepted method of e
suitable for all levels of emplo ,
supervisors and executives. It i :
teaching knowledge and skills y g |
learnt 1n @ relatively short period "-*T"-{':'-
where only a few persons are fo be g
the job. This method is recommended fop,
jobs which do not involve costly mag
elaborate supervision.

In order to make on-the-job i
successful, some conditions must be Si§
(a) what and how to teach should be g
decided, (b) the instructor should be ci
selected and trained, and (c) a definite'{i
up schedule should be used to judge the
of training.

2. Off-the-Job Training. It means
Is given outside the job. Various methods U8
off-the-job training are given below

(a) Vestibule Training. In thi
4 training centre called vestibule
a.nd actual job conditions are dup
mmu_[ulf.‘d N it. Expert trainers are emf ::if'_
E:':;‘:;I:ulm_" ng with _th:: h_elp "

Which are identical with 1=
at the workplace.
: The main advantage of
is that the trainee can
NOjsE, .h'e:'.:l-'i::;;l,” *J.[ﬁllurhuncc Dfi |'.;
the tHiinee ﬂr.‘.h.hlthu interest ﬂrll -
dre {.iLIIJ]iCEltedL T;g_h o th_e A [hid is &8
in Cases When;_. | fH‘:‘H_r._ this met g
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job.

1405 At the workplace, 3
i May be several times,

B{}[h new and Existing (& ||,.';_1.'.. ma

Trainee g diust to the |[To improve efficiegys 5 :i

4. ' Ip an ﬂmplﬂ:'flrﬂe ) En1p]{]}!EE.

To help 4 L
5. | Purpose organisation. : ] ,, 6. E
2. Shortage of funds requircd for tigs 7. (i
RANCES TO TRAINING 4 'Shortage of qualified trainers, |
” are. ;weml hind,rnnm?s to a good w4 Lack of faith in the usefulness of traip (k
training programme. The main hindrances are 5. Lack of willingness to leamn on the 8 N
""..-' ' i - T
as follows : trainees. 9.
Wk of top management support. ac
10. D«
_ 11. Di
: = . 12. W
Tmilﬂng is the process of increasing the knowledge and skills in a specific type of o (i
is different from education and development, Training is beneficial for both emple (ii]
employees. It is of several types, e.g. induction, safety, refresher, remedial, promotic al, [_iiij
Several on-the-job and ofi-tne-job methods are used for training. . (iv)
“__
(__Exercises ) 1. “Trai
Ans. Traini
Short Answer Type Questions devel,
1. Differentiate between Training and Development [Iﬂﬂ.-.f' There
2. List the elements of 5 training Programme 0 2. Give f
3. What is the purpose of ; - ki 208  Ans. Only c
; L _ Induction of Orientation training? [znﬂig. g ) Tra
» Explain one major hindrance t0 a good trainin [m. I (i) Tra
3. Training is an Unavoidab|e Cost, Justify B Programme (jii) Tra
6. Write two advantages of Orientation tl ' 20 (iv) Trai
7. What is vestibule training? What js ; ihing ' 3. Give fo
8. State the s if§ S Its PUrpose? . Ans. Only of
ok gn Cance of rEffESher lrain1 “} Wh
tate a ing B

ny two hlﬂdrances to staff training (i} Wh

(i) Wh
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