




Definition

Personnel management is that activity in an 
enterprise which serves to mould human 
resources in to an effective organisation , 
provides opportunity for maximum individual
contribution , under desirable working 
conditions , promotes individual
development and encourages mutual 
confidence and understanding between 
employees and employers as well as 
employees themselves.
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SCOPE

• Employee counseling services

• Maintenance of good relationship

• Providing opportunity for each 

individual

• Best use of manpower

• Realization of well being of individual 

well being

• Formal & informal communications











Personnel management is a predominantly 

administrative record-keeping function that aims 

to establish and maintain equitable terms and 

conditions of employment.

Human resource management integrates the 

traditional personnel management functions to 

corporate goals and strategies, and performs 

additional people-centered organizational 

developmental activities.

Personnel management vs HRM















Staffing

Training and 

development

Wages & salary

Motivation

Employee welfare

Labour relations

Employee record



RECRUITMENT & SELECTION

RECRUITMENT—ADVERTISING , 

CAMPUSING , EMPLOYEE REFERAL , 

AGENCY.

SELECTION :- INTERVIEW BY 

PERSONNEL DEPT-----INTERVIEW BY DEPT 

HEAD ----PRE EMPLOYMENT TEST----

CHECK OF REFERENCE--- FINAL DECISION 

BY ADMIN – ISSUE OF APPOINMENT 

LETTER



Promotion

transfer

Performance

appraisal

remuneration

Training

development
Induction

orientation

placement

selection

recruitment

Job

analysis

Manpower

planning

STAFFING



DISCIPLINE

Reason for taking disciplinary 

action:- acts , omissions

Actions– warnings , fine , 

suspension , with holding 

increment , demotion , termination

Steps:- preliminary enquiry , 

departmental enquiry

Charge sheet , report of enquiry 

officer--------show cause notice



Wages AND Salary

• Wages is best associated with 

employee compensation based on the 

number of hours worked multiplied by 

an hourly rate of pay

• Salary is best associated with 

employee compensation quoted on an 

annual basis.  



HR INDUCTION

DISASTER MANAGEMENT

OCCUPATIONAL SAFETY





JOB SPECIFICATION

JOB DESCRIPTION

ROLES

&

RESPONSIBILITIES

QUALIFICATION

TRAITS

EXPERIENCE

SKILL , KNOWLEDGE



MOTIVATION

REWARD

RECOGNITION

RETENTION



Collective bargaining 

is a process of 

discussion & 

negotiation between 

two parties for agree 

upon the conditions of 

work. Mostly 

happened between 

union & management.
Collective

bargaining



Absenteesm & turnover

• Economic factors

• Work schedule

• Personal disposition

• Job satisfaction

• Professional attachment

• Promotional avenues

• Organisational commitment

• Empowerment & autonomy

• Management style



PERFORMANCE APPRAISAL

CONCEPT

OBJECTIVES

METHOD

MEASURES

BARRIERS

EVALUATION







SENIORITY

HIGH 

QUALIFICATION

SENIORITY

CUM

MERIT

https://www.google.co.in/url?q=http://www.moveware.com.au/moveware-moveware.aspx&sa=U&ved=0ahUKEwiuzOji3-HJAhVCbY4KHQOhAEwQwW4ILTAM&usg=AFQjCNEym41y3yXnmJa1ALKed2X7RN1Zsw
https://www.google.co.in/url?q=http://www.moveware.com.au/moveware-moveware.aspx&sa=U&ved=0ahUKEwiuzOji3-HJAhVCbY4KHQOhAEwQwW4ILTAM&usg=AFQjCNEym41y3yXnmJa1ALKed2X7RN1Zsw


Conflict resolution

• Intrapersonal conflict

• Interpersonal conflict

• Interorganisational conflict

Mode of conflict resolution

confrontation

bargaining

avoiding

smoothing

forcing



EMPLOYEE GRIEVANCES

ECONOMICAL , WORKING 

ENVIRONMENT , JOB RELATED 

RELOCATION , VICTIMIZATION AND SO 

MANY



Reviewing the grievance

Receiving the grievance

Analysis and decision

response

Follow up



arbitration

Top management

Middle management

Supervisor

Aggrieved employee

Grievance handling procedure



General impression of manager

Guided interview

Company records & reports

The survey questionnaire method








