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Unit -1 | Human Resource Management And Planning 25%
¢ HRM: Introduction and functions

¢ Concept of job Analysis, job Description and job Specification
¢ Concept of HRP

¢ Need and Importance of HRP

® Factors affecting HRP

® Process of HRP

Unit - 2 | Recruitment and Selection 25%
® Meaning of Recruitment
¢ Sources of Recruitment

® Meaning of Selection

¢ Steps in Selection Process
¢ Selection Testing

e Selection Interviewing

Unit -3 | Promotion, Demotion and Transfer 25%
¢ Concept of Promotion

Objectives of Promotion

Bases of Promotion

Promotion Policy

Concept of Demotion and Need for Demotion
Concept of Transfer

Purposes of Transfer

Types of Transfers

e Transfer policy

Unit -4 | Performance Appraisal 25%
e Concept of performance appraisal
Objectives of performance appraisal
Process of performance appraisal
Problems of performance appraisal
Methods of performance appraisal
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