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objectives — functions.
HUMAN RESOURCE PLANNING: Concept — objectives — process — job analysis —
job description and job specification.

CRUITMENT AND SELECTION PROCESS: Recruitment, sources of recruitment
— selection procedure — induction and placement,
EMPLOYEE TRAINING AND EXECUTIVE DEVELOPMENT: Objectives —

PROMOTIONAL POLICIES: Concept — bases of promotion — promotion policy —
demotion — transfer — transfer policy — job satisfaction — Jjob enlargement and job
enrichment.

JOB EVALUATION: Definition - objectives — principles — methods and limitations.
WAGE AND SALARY ADMINISTRATION: Methods of wage payment — minimum,
fair and living Wwage concepts — wage incentive schemes — profit sharing — payment of
bonus.

10. CAREER PLANNING AND DEVELOPMENT: career planning process — advantages

and limitations — counselling — functions — types.
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