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1sBaØaNcMeBaHkarRKb;RKgbuKÁlik

(Introduction to Personnel Management)

karRKb;RKgbuKÁlik KWBak;B½n§CamYynwgkareRbIR)as;CMnajrbs;buKÁlik[manRbsiT§PaB. buKÁlikGacman 
taMgBIGñklk;enAkñúghag esµónenAkariyal½y shkarIenAkñúgeragcRk b¤k¾Gñkbec©keTsenAkñúgmnÞIrBiesaFn_Rsav 
RCav. kñúgkareFVImuxCMnYj karRKb;RKgbuKÁlik KWcab;epþImedaykareRCIserIsnigkarCYlbuKÁlikEdlmanlkçN³ 
sm,tþiRKb;RKan; rYcehIybnþeTAkardwknaM nigCMrujelIkTwkcitþBYkeK xN³eBlEdlBYkeKCYbRbTHnwgbNþabBaða 
b¤PaBtantwgTaMgLayEdlekItmaneLIgkñúgeBleFVIkargar eq<aHeTArkkarsMerceKaledAEdl)ankMNt;Tuk. 

1> bEnßmBIelIkareRCIserIs nigkarCYlbuKÁlik GñkRKb;RKgbuKÁlikRtUvmanTMnYlxusRtUv 
mYycMnYneTotdUcxageRkam ³

1> eFVIcMNat;fñak;kargar nigerobcMmaRtdæanR)ak;ebovtSr_sRmab;nieyaCit
2> pþl;»vaTdl;nieyaCit
3> edaHRsaybBaðavin½yepSg²
4> crcaCamYyshCIBkargar nig eFVIkic©snüaCamYyshCIB 
5> begáItnUvbNþabTdæan nigkarGnuvtþn_kargarEdlmansuvtßiPaB
6> cat;EcgkmµviFIpþl;GtßRbeyaCn_dl;buKÁlik dUcCa karFanar:ab;rgCaRkum EfrkSasuxPaB nigEpnkar 

cUlnivtþn_
7> Binitü[)aneTogTat;eBlevlaeTAelIkarGnuvtþn_kargarrbs;nieyaCitmñak;² nigpþl;nUvkarTTYlsÁal; 

cMeBaHcMNucxøaMg nigtMrUvkarTaMgBYgrbs;BYkeK edIm,IkarGPivDÆn_bEnßmeTot.
8> CYyeRCamERCgbuKÁlikkñúgkic©RbwgERbgrbs;BYkeK edIm,IGPivDÆxøÜn nig manlkçN³sm,tþisMrab;kar 

garEdlx<s;²CagenHeTot.
9>  eRKagEpnkar nig RtYtBinitükmµviFIbNþúHbNþlbuKÁlik
10>  rkSakaryl;dwg[Tan;kal³eTs³GMBIvDÄnkmµ ¬karcMerInlUtlas;¦ kñúgvis½yRKb;RKgbuKÁlik.

2> edIm,IEsVgyl;GMBIkargarrbs;GñkRKb;RKgbuKÁlik cUrGñkKitGMBIviFIEdlRtUvedaHRsay 
CamYynwgsßanPaBrbs;nieyaCitEdlmanelIkCa]TahrN_ dUcxageRkamenH ³

-  cMeBaHnieyaCitrbs;Rkumh‘un CaBiessGñkEdlmansmtßPaBx<s;bMput 
KWeKGacTTYlkargarEdlGacpÞwm b¤RbdUcKña)aneTAnwgnieyaCitepSg²eTot.
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-  enAeBlEdlRkumh‘unCYbkarlM)akedayrkmin)annUvbuKÁlikEpñkemIlkarxusRtUv nig 
buKÁlikCMnajEdl mansmtßPaB nigbTBiesaFn_RKb;RKan; KWRkumh‘unRtUvEteFVIkarbNþúHbNþal 
nig GPivDÆbuKÁlikrbs; xøÜnpÞal;EdlPar³enHRtUvcMNayeBlevlanigfvikaya:geRcIn . 

-  karcMNayeTAelIkarCYl nig karbNþúHbNþalbuKÁlikRKb;lMdab;fñak;nwgekIneLIg 
tYy:agdUcCaRtUvcMNay R)ak;Gs;rab;Ban;duløarsMrab;buKÁlikEpñklk;mñak;. y:agNamij 
karCYlbuKÁlikxus b¤ karerobcMviFIsa®sþ sRmab;karbNþúHbNþalbuKÁlikmanlkçN³yWty:av 
b¤KµanRbsiT§PaB KWnwgrwtEteFVI[karcMNayrbs; Rkumh‘unx<s;CagenHeTot.

-  GñkRKb;RKgbuKÁlikRtUvEtGnuvtþtamc,ab;edayRBmTTYlyk®sþI 
nigCnCatiPaKtic[cUleFVIkarpþl;kar bNþúHbNþal nigCYyelIksÞÜydl;BYkeK. 
EtbBaðaKWsßitenARtg;fa etIbNþaGñkTaMgenaHmanbTBiesaFn_ 
nigkMritvb,Fm’BImunsmRsbnwgkargarEdrb¤eT ?

- nieyaCitPaKeRcIn TaMgGñkmannigKµanshCIBkargarCatMNag KWEtgEtbnþEsVgrkbsidækmµ 
¬PaBRbesIreLIg²¦ éntMéltbsñgedaypÞal; plRbeyaCn_nieyaCit nigl½kçx½NÐkargar. 
dUecñHkar snüapþl;CUnepSg² 
RtUvEtEp¥keTAelIlT§PaBrbs;Rkumh‘unedayRsbeTAtamkarGnuvtþn_bc©úb,nénnieya-CkdéTeTot 
nigedaymankareyaKyl;nigkarRBmTTYlykBIsMNak;nieyaCitpgEdr. edIm,IeFVIkic©kar enH)an 
eKRtUvEtBiPakSaKña nigerobcMbegáIteLIgedaykarykcitþdak;x<s;nUveKalneya)aysRmab;nieya- 
Cit  nignItiviFIRbtibtþikargar. 

-  nieyaCitxøHGaceFVIkaredayminsUvmankareBjcitþ eRBaHEtRkumhu‘npþl;ebovtSr_ plRbeyaCn_ 
nigl½kç x½NÐkargarkñúglkçN³RbkYtRbECg. BYkeKRtUvkarminRtwmEtebovtSr_ plRbeyaCn_ nig 
l½kçx½NÐkargar b:ueNÑaHeT KWEfmTaMgBUYkeKcg;mannUvTMnYlxusRtUv»kasvivDÆn_eTAmux 
nigkarTTYlsÁal;cMeBaHsñaéd kargarEdleKseRmc)an. 

- c,ab;)anEcgnUvtMrUvkarsMrab;R)ak;esaFnnivtþn_ nigEpnkarRbeyaCn_déTeTot 
RBmTaMgkarcUlnivtþn_CacaM )ac;enAGayu65qñaM. kareFVItambMlas;bþÚrEbbenH 
eFVI[mankarxitxMGs;BIsmtßPaBya:gBitR)akd.

- karRKb;RKgbuKÁlikeFVIeLIgedIm,I[mandMeNaHRsayCak;EsþgcMeBaHbBaðaTaMgGs;enH. 
CaTUeTARkumh‘unFM² pþl;karKaMRTcMeBaHkarRKb;RKgCaExSRsLay. kñúgzan³CaGñkpþl;kargar 
naykdæanRKb;RKgbuKÁlikTTYl xusRtUvkñúgkarbegáIt nigGnuvtþnUveKalneya)ay nItiviFI 
nigkmµviFIcMeBaHkarRbkaseRCIserIsbuKÁlik karcMraj;ykbuKÁlik karbNþúHbNþalbuKÁlik 
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kardak;kargar[eFVI karFanasuvtßiPaBkargar esvakmµ nig plRbeyaCn_rbs;buKÁlik tMéltbsñg 
TMnak;TMngkargar karerobcMeFVIEpnkar nigkarGPivDÆn_buKÁliik.

- Cajwkjab; GñkRKb;RKgEdlCam©as;Rkumh‘un k¾CaGñkRKb;RKgbuKÁlikpgEdr. kñúgkrNIenH 
caM)ac;RtUvEt BinitüCaTUeTAmYycMeBaHninñakarnigkarGnuvtþn_fµI²kñúgkarRKb;RKgbuKÁlik.

RKb;GaCIvkmµFuntUcTaMgGs; dac;xatRtUvEtrkmnusS[kan;kab;karRbtibtþikargarrbs;BYkeK. kareFVIEbb 
enHKWvaBak;B½n§CamYynwgkarbBa©ÚlmnusSfµI nigkareCOCak;faBYkeKGacpþl;plRbeyaCn__dl;shRKas. karRKb; 
RKgFnFanmnusSd¾manRbsiT§PaB KWpÁÚpÁg nigGPivDÆlT§PaBeFVIkargarrbs;ebkçCn nignieyaCit edaysmRsbeTA 
nwgtMrUvkarrbs;Rkumhu‘n. RbB½n§RKb;RKgbuKÁlik Edl[eXIjnUvRbsiT§PaB nwgCYyGñkkñúgdMeNIrkarenH ehIyKWCa 
ktþaKnøwHsMrab;PaBrIkcMerInlUtlas;.

karRKb;RKgFnFanmnusS KWCaesckþIsMercd¾mantulüPaB. RbkarTImYy GñkCYlbuKÁlikEdlman smtß 
PaBsmRsbeTAnwgtMrUvkarrbs;Rkumhu‘nEtb:ueNÑaH. RbkarTIBIr GñkbNþúHbNþalnigGPivDÆbuKÁlik[eqøIytbeTA 
nwgtMrUvkarrbs;Rkumh‘un.   GaCIvkmµFuntUcEdlkMBugBRgIkxøÜn PaKeRcInbMputbraC½yedaysarGlT§PaBkñúgkar 
eRCIserIsRbkarTaMgBIrxagelI eBalKWBYkeKCYlbuKÁlikl¥bMputEdlGacEsVgrk)an ehIyBYkeKTTYlsÁal;pgEdr 
nUvtMrUvkarkñúgkarbNþúHbNþal nigGPivDÆdl;TaMgbuKÁlikmanRsab; nigbuKÁlikfµI² enAeBlEdlRkumh‘unmankarrIk 
cMerInlUtlas;.

muxgarTI1 énkarRKb;RKgbuKÁlik KWedaHRsaynUvviFICYlnigbNþúHbNþalbuKÁlikEdlsmRsb ehIy 
RbQm Tl;nwgRbB½n§cat;EcgbuKÁlikEdlmanRbsiT§PaB dUcCa ³

- karsÞg;):an;RbmaNemIlnUvtMrUvkarrbs;buKÁlik
- karRbkaseRCIserIsbuKÁlik
- karBinitüeRCIserIsbuKÁlik
- karcMraj;yk nig CYlbuKÁlik
- karBnül;ENnaMbuKÁlikfµI²[sÁal;GMBImuxCMnYjrbs;Rkumh‘un
- karsMerccitþBIbBaðaéntMéltbsñg.
muxgarTI2 KWRbQmTl;nwgkarbNþúHbNþal nigGPivDÆn_buKÁlikEdlCaEpñkénkarRKb;RKgFnFanmnusS.
muxgarTI3 KW edaHRsayviFIEdlmuxgarTI1 nigmuxgarTI2 rYmKñabegáIt[mannUvkareCOTukcitþBIsMNak; 

buKÁliknigplitPaBkargar. tYnaTIITaMg3enH sgát;F¶n;eTAelIsar³sMxan;énbriyakasRKb;RKgFnFan mnusSd¾l¥ 
nigpþl;nUvkarENnaMCak;lak;sMrab;begáItnUvbriyakasmYyEbbenH.
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2karbegáItRbB½n§RKb;RKgbuKálik
(Developing a Personnel System)

k> karsÞg;):an;RbmaNemIlnUvtMrUvkarrbs;buKÁlik
x> karRbkaseRCIserIsbuKÁlik
K> karENnaMnieyaCitfµI²[sÁal;GMBIGaCIvkmµrbs;Gñk
X> bBaðatMéltbsñg 

1> karsÞg;):an;RbmaNemIlnUvtMrUvkarrbs;buKÁlik (Assessing Personnel Needs)

m©as;GaCIvkmµFuntUc²KYrEtEp¥keKalneya)ayRKb;RKgbuKÁlikrbs;xøÜneTAelIeKalkarN_TaMgLayEdl 
manEcgya:gCak;lak; nig manPsþútagRtwmRtUv. GaCIvkmµFuntUc²EdledIrtameKalkarN_TaMgenH KWmankarsMEdg 
kargarnigGRtarIkcMerInkan;Etx<s;CaCagGaCIvkmµFuntUc²TaMgLayNaEdlminGnuvtþtameKalkarN_TaMgenH.

sar³sMxan;xøaMgbMputéneKalkarN_TaMgenHKW ³
- RKb;muxtMENgTaMgGs;KYrEtbMeBjedaymnusSEdlmanTaMgqnÞ³ 

nigmanlT§PaBeFVIkargar.
- tMrUvkarCMnajsMrab;kargarnImYy²rbs;buKÁlikkan;EtRtwmRtUv nigsuRkwtübuKÁlikTaMgenaHkan;Et 

sm RsbCamYynwgkargarnigkan;EtmansmtßPaBkñúgkareFVIkargarenaH.
- karkMnt;nigkarerobrab;CalaylkçN_GkSrGMBIkargar 

KWCaKnøwHsMxan;sMrab;P¢ab;TMnak;TMngBIkarrMBwg TukénkargareTAnwgbuKÁlik. karniyaybBa¢afa 
cUreFVIkagar[)anl¥¥bMputtamEdlGñkGaceFVI)an KW karENnaMmYyd¾GaRkk;.

- buKÁlikEdleRCIserIsecjBIkñúgcMeNamebkçCnEdll¥bMputEdlman 
KWmanRbsiT§PaBCagkareRCIs erIsedayBwgEp¥keTAelImitþPaB 
b¤edaysMlwgemIlRbeyaCn_xøÜnÉg .

- ebIkarrMBwgTukBIkargard¾Cak;lak; RtUveKeFVI[gayyl;c,as; 
ehIyebIkarvaytMélcMeBaHkarRbtibtþi kargar RtUvEp¥keTAelIkarrMBwgTukTaMgenH 
karsMEdgkargarrbs;buKÁlikkan;EtmanlkçN³x<s;Efm eTot 
ehIyk¾eFVI[lT§plénkarbNþúHbNþalbuKÁlikkan;Etl¥pgEdr RbsinebIEp¥keTAelIbNþaeKal 
bMNgeronsURtEdleKGacvas;Evg)an.

- CMhandMbUgkñúgkar):an;RbmaNtMrUvkarrbs;buKÁliksMrab;GaCIvkmµFuntUc 
KWeFVIkarCMrHbBa¢InUvtMrUvkar rbs;buKÁliknaeBlGnaKt. 
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cUrGñksYrxøÜnÉgfa ³
- etIbnÞúkkargarEdlGñknwkKitkñúgcitþ 

GacsMerc)anedaysarkMlaMgbuKÁlikEdlmannaeBl\LÚvenH )aneT? 
etIRtUvkarbuKÁlikeRcInCag b¤ticCagmunEdrb¤eT? cUrGñkBicarNaBIKMrUénGRtatMrUvkareTAtam 
rdUv nigGRtaénkarpøas;bþÚrEdlnwgGacekItmaneLIg.

- etImankargarmYycMnYnEdlGaclubbM)at;ecal)anEdrb¤eT 
edIm,I[buKÁlikenaHeFVIkargarepSg²eTot?

- etIGñkRtUvkarbuKÁlikEdleFVIkareBjem:agb¤eRkAem:agbeNþaHGasnñ 
b¤k¾Gcié®nþy_ykéføCaem:agb¤ R)ak;Ex?

- etIkarpÁt;pÁg;Blkmµ (labor supply) manlkçN³ya:gdUcemþcnaeBlGnaKt?
- etIGñknwgmanlT§PaBbMeBjkargarxøH²EdlGñk)andak;ecjmkeT? 

etIBi)akb¤RsYly:agdUcemþceTA?
- etIGñkRtUvkar[buKÁlikrbs;GñkmanlkçN³sm,tþicaM)ac;GVIxøH? 

begáItnUvviFIsaRsþ edIm,IeFVIkarBüakr- N_nUvtMrUvkarBlkmµedayBwgEp¥keTAelIcMelIyEdlGñkeqøIycMeBaH 
sMNYrTaMgGs;enH. enAeBlEdlGñk):an;sµantMrUvkarrbs;GñkehIy cUrGñkkMnt;yuT§sa®sþTaMgLayedIm,IeqøIy 
tbeTAnwgva. 

dMeNIrkarénkarcMraj;eRCIserIsbuKÁlikmansmtßPaBsMrab;muxtMENgnImYy²RtUvsMerc)anya:gRbesIrbMput
tamry³kar[Gtßn½yCa lkçN³RbB½n§éntMrUvkarsMrab;muxtMENgnimYy² EdlrYmmanCMnaj cMeNHdwg niglkçN³ 
sm,tþiepSg²eTotEdlbuKÁlikRtUvEtmanedIm,IbMeBjkargar.  edIm,IFanafa tMrUvkarbuKÁlikRtUvbBa¢ak;R)ab;)anRKb; 
RKan; ¬1¦ eFVIkarviPaKeTAelIkargar ¬2¦ BiBN’naerobrab;BI kargarCalaylkçGkSr nig¬3¦ erobcMkarbBa¢ak; 
[c,as;BIkargarnimYy².

karviPaKeTAelIkargar ( Job analysis)

karviPaKeTAelIkargarKWCakarGegátCalkçN³RbB½n§mYy EdleFVIkarRbmUlBt’manTaMgGs;EdlCab;Tak; 
TgCamYyParkic©nimYy²EdlbuKÁlikmñak;²eFVI. edayBwgeTAelIkarviPaKenH GñknwgrkeXIjCMnaj cMeNHdwg 
niglT§PaBEdltMrUvrbs;buKÁlikenaH ehIykMnt;)anBIkic©kar TMnYlxusRtUv nigtMrUvkarénkargarnimYy². karviPaK 
kargarKYrEtpþl;[nUvBt’mandUcCa³

- zan³kargar (job title)  
- naykdæan (department)

- karRtYtRtaemIlEdltMrUv[man
- karBiBN’naerobrab;BIkargar edaybBa¢ak;nUvkic©kar nigTMnYlxusRtUvEdlsMxan;²
- lkçN³kargarrYmEtmYy dUcCa karkMnt;TItaMg nig rUbsaRsþ (physical setting)
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- RbePTénsmÖar³EdleRbIR)as; (Types of material used) 

- RbePTéneRKOgbrikçarEdleRbIR)as; (Types of equipment used)

- lkçN³sm,tþi
- tMrUvkarbTBiesaFn_
- tMrUvkarkMritvb,Fm’
- tMrUvkarEpñksµartI nigsuxPaB
- tMrUvkarénkarbuinRbsBVkñúgkareFVInwgéd
- lkçxNÐénkareFVIkar ¬xagkñúg xageRkA ekþA RtCak; s¶Üt esIm G‘UGr kxVk;.l.¦

karerobrab;bgðajBIkargar ( Job description)

karviPaKelIkargarRtUveKeRbIR)as; edIm,IeFVI[mankarerobrab;BIkargarEdleFIV[dwgBIkic©karrbs;kargar 
nimYy² nigkarTTYlxusRtUvdéTeToténmuxtMENg. karerobrab;rYmmantMrUvkarkargarepSg²Kña dUcCaskmµPaB 
EpñksµartInigEpñksuxPaB lkçxNÐeFIVkar nigPaBman eRKaHfñak;;kñúgkargar. eKRtUvbBa¢ak;R)ab;pgEdrnUveBlevla 
Rbhak;RbEhlCaPaKry EdlbuKÁlikcMNayeTAelIskmµPaBnImYy². karerobrab;BIkargar KwepþateTAelIkargar 
GVI ehtuGVI kEnøgNa nigeFVIrebobdUcemþc. 

manmeFüa)aymYyd¾l¥\tex©aH Edlm©as;muxCMnYjtUc²GaceRbIR)as;edIm,IbegáItnUvkarerobrab;BIkargar 
KWsYrbuKÁlikxøÜneKpÞal;[eKerobrab;BIkargarrbs;BYkeK. buKÁlikEdll¥ KWdwgBIkargarrbs;xøÜn)any:agc,as;Cag 
GñkNa²TaMgGs;.

karbBa¢ak;c,as;énkargar ( Job specification)

karbBa¢ak;[c,as;énkargar erobrab;BImnusSEdleKrMBwgfamkbMeBjkargar. vaR)ab;[dwgy:agek,aH 
k,ayBI cMeNHdwg ¬TaMgEpñkGb;rM nigbTBiesaFn_¦ lkçN³sm,tþi CMnaj niglT§PaBEdlcaM)ac;edIm,IbMeBj 
kargaredayeBjcitþ. karbBa¢ak;c,as;énkargarpþl;nUvbTdæan EdlnwgRtUvvas;Evgfa etIGñkdak;BaküeFVIkar 
smRsbeTAnwgkEnøgTMenrénkargarkñúgkMritNa ehIyKYrEteRbIR)as;sMrab;eFVICamUldæanbEg¥kkñúgkarRbkaseRCIs 
erIsbuKÁlik.  

2> karRbkaseRCIserIsbuKÁlik (Recruiting)

kñúgnamCaGñkRKb;RKgEdlCam©as;GaCIvkmµFuntUc GñkKYrEtdwgBIbriyakasRsbc,ab;EdlGñkkMBugEtsßit 
enA. vaCakarBit CaBiess eBlQaneTAdl;karRbkaseRCIserIsbuKÁlik. karyl;dwgGMBIc,ab;EdlnwgCH 
\T§iBleTAelIkareFVICMnYjrbs;Gñk KWvamansar³sMxan;ya:géRkElgcMeBaHkareRCIserIsbuKÁlikd¾manRbsiT§PaB .

RbPBnieyaCit (Sources of Employees)
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karRbkaseRCIserIsbuKÁlik[manRbsiT§PaB tMrUv[GñkdwgBITIkEnøg nigrebobEdlGacTTYl)anebkçCn 
EdlmansmtßPaB. vamankarBi)akkñúgkareFVI[manlkçN³TUeTAcMeBaHRbPBd¾l¥bMputsMrab;muxCMnYjnimYy² eRkA 
EtBIkarerobrab;nUvRbPBsMxan;² dUcteTA ³

nieyaCitnaeBlbc©úb,nñ- kartMelIgzan³cMeBaHbuKÁlikEdlenAkñúgRkumhu‘nmanTMenareTArkkarrkSaTwkcitþ 
buKÁlik)anx<s;. enAeBlNak¾eday[EtmanlT§PaB buKÁlikfµI²KYrEtGac)anTTYlkarBicarNadMbUg 
sMrab;kEnøgTMenrNamYyénkargar. karGnuvtþn_EbbenH KWCasBaØabgðajnUvkarKMaRTcMeBaHbuKÁlikfµI².
ebkçCnEdleKminehArk- GaCIvkmµFuntUc²CaeRcInTTYlykkardak;BaküEdleKminehArkBIbuKÁlGñkman 
lkçN³sm,tþi nigKµan. Gñkdak;Bakümun²KYrEtTukCaÉksarsMrab;eBlGnaKt. kareFVICMnYjEdll¥ 
sMNUmBrfa RtUvmankarRbRBwtþy:agKYrsmcMeBaHebkçCnTaMgGs; minfaEtBYkeK)anTTYlkargarb¤¤Gt; 
enaHeT.
salaeron - viTüal½y salaeronBaNiC¢kmµ salaeronviC¢aCIv³ mhaviTüal½y nigsklviTüal½y KWCa 
RbPBénnieyaCitBit CaBiess ebIsinCabTBiesaFn_kargarBImunminEmnCaktþacMbgsMrab;kargareTenaH. 
salaeronCaRbPBd¾l¥\tex©aHsMrab;buKÁlikEdleFVIkareRkAem:ag.
Pñak;gareRCIserIsbuKÁlikÉkCn- Rkumh‘unTaMgenHpþl;nUvesvakmµsMrab;nieyaCk nigebkçCndak;Bakü 
edaypÁÚpÁgmnusSeTAnwgkargar CakaredaHdUrykmkvijnUvtMélQñÜl. tMélQñÜlxøHRtUvbg;edayebkçCn 
dak;Bakü ehIyKµankarcMnayBInieyaCkeT cMEnkÉebkçCndak;BaküEdlmanlkçN³sm,tþixçs;sßit enAkñúg 
karpÁt;pÁg;ry³eBlxøI CYnkalnieyaCkCaGñkbg;éføQñÜlvij.
GñkFanaCanieyaCit - sMbuRtbBa¢ak;pþaMepJI (reference) edaynieyaCitfµI²RbEhlCaGacbMeBjkarRtUv 
karrbs;Rkumh‘un)an. Psþútag )anbgðajfa buKÁlikfµI²mankarsÞak;esÞIrkñúgkarENnaMebkçCnEdlman 
smtßPaBeRkamkMritmFüm. karniyaylM² KWCaRbPBmYykñúg cMenamRbPBTaMgLayénkarRbkaseRCIs 
erIsEdleKeRbIR)as;ya:gsamBaØbMput enAkñugshKmGaCIvkmµFuntUc.
karpSayBaNiC¢kmµ- KWkar[mnusSmñadwgfa GñkkMBugEtCYlRkuménnieyaCitd¾manskþanuBl. eday 
samBaØCaTIbMput karpSayBaNiC¢kmµEbbenH GacbegáIt)annUvsBaØamYyEdlcg;)annUvCMnYyenAkñúgkardak; 
Bakü. viFIsaRsþeCOnelOnCag Bak;B½n§eTAnwgkareRbIR)as;RbB½n§pSBVpSaykñúg RsukEdlRbPBe)aHBuum< 
CadMbUgdUcCa kaEstRbcaMéf¶ b¤RbcaMs)þah_. 
TMB½rkaEstEpñkpSayBaNiC¢kmµ GacRtUv)anBieRKaHeyabl;edayGñkEsVgrkmnusSeFVIkarskmµ EdlrYm 

mankarpþl;kargarfµI²dl;buKÁlNaEdleKeFVI[cg;)annUvmuxtMEngmYyEdlTak;TajCag. RbB½n§pSBVpSaytamEbb 
epSgeTot dUcCa tamviTüú b¤TUrTsSn_EdlGacpSay)anTUlayCagkaEst b:uEnþya:g Nak¾edaytMélénkar 
pSayBaNiC¢kmµk¾cMNayéføCagEdr.

karpSBVpSaytamRbB½n§CalkçN³Biess dUcCaTsSnavdþI nigRBwwtþb½RtsmaKmBaNiC¢kmµGacbegáIt)an 
nUvKuNPaBBIGñkdak;BaküpgEdr. mankarxitxMRbwgERbgCaeRcInenAkñúgRbeTsxøHedIm,Ipþl;[nieyaCkGaCIvkmµFun 
tUcGaceRbIR)as;)ankþarbiTRbkasnanaénshKmn_TUrTsSn_ExSkab (cable television community bulletin 

Chuon Samnang           Page 7 of 46



Build Bright University    Human Resource Management

boards). kalanuvtþPaB ¬»kas¦EdlRbkbedaybec©kviC¢aCan; x<s;mYyeTot KW cuHGMBImuxtMENgenAelIRbB½n§ 
bBa¢ÚntambNþajRbB½n§kMuBüÚT½r.

tMélsMrab;karpSayBaNiC¢kmµEbbenHxusEbøkKña ehIym©as;GaCIvkmµFuntUccab;epþImrkpøÚvedaHRsay 
tMélenHedayPaBRbugRby½tñ. karpSayBaNiC¢kmµmYyEdlmanKuNPaBx<s;nigcMeKaledA)anl¥ nwgTak;Taj; 
mnusSl¥ cMENkÉkarpSayBaNiC¢kmµEdlcMnayeRcInenAkñúgRbB½n§pSayminRtwmRtUvGacnwgminhuclT§pl[ 
eLIy. karBiesaFn_xøHKWmantMélRKb;RKan;eTAnwgGaCIvkmµFuntUcPaKeRcInbMput. sMNUmBrmYyepSgeTot KWsYr 
mnusSGaCIvkmµFuntUcdéTeTotenAkñúgtMbn;GMBIeCaKC½yrbs;BYkeK cMeBaHkarpSayBaNiC¢kmµEdlCaCMnYyenH. cUr 
GñkeronsURtBIeCaKC½y nigkMhusrbs;BYkeK KWCakarRbesIrbMput.

karBinitüeRCIserIs (Screening)

dMeNIrkarBinitüeRCIserIsGac[GñkdwgGMBICMnaj cMeNHdwg nig\riyabTrbs;buKÁlmñak;²EdlTaMgenH Gac 
[nieyaCkd¾manskþanuBlmñak;kMnt;)anfa etInrNaenaHskþismnigmanlkçN³sm,tþisMrab;muxtMENgNamYyEdr 
eT. bTBiesaFn_)anbgðajfakarCYlmnusSEdlmanlkçN³sm,tþiRCuleBk Gacpþl;plGaRkk;dUcKñaeTAnwg 
karCYlmnusSEdlmanlkçN³sm,tþiTabeBkEdr. BaküsuMKWCacMnuccab;epþImkñúgkarBiniteRCIserIsebkçCnsMrab; 
kargar. BaküsuMrbs;ebkçCnGac[dwgBIRbvtþirUb nigkarsikSarbs;eK ehIyvaCameFüa)ayTI1kñúgkareRbobeFob 
ebkçCneTAnwgkarerobrab;énkargar. kareFVIdUcenHFanafa GñkminxateBleTAelIebkçCn EdlBitCamineqøIytb )
aneTAnwgtMrUvkarkargarCaGb,brmaenaH.

CaTUeTAkarsresrBaküsMNuMEbbbTRtUvmaneQµaH Gas½yd§an elxTUrs½BÞ elxsnþisuxsgÁm muxtMENg 
EdleFVI bTBiesaFn_kargar karcUlbMerIkgT½B cMeNHdwg GñkFana CaedIm. karsMPasn_pÞal; KWCatMNak;kalTI2 
kñúgkarBinitüeRCIserIsbuKÁlik. kñúgkarsMPasn_ GñkRKb;RKgnwg)andwgbEnßmeTotedayTl;mux KñaGMBIebkçCn 
EdlrYmmanTaMgkarsegátGMBIrUbragxageRkAebkçCn. kñúgkarsMPasn_ GñkRKb;RKgRtUvENnaM b:uEnþminKYrRKbsgát; 
eTAelIebkçCneT sMxan;KWTuk»kas[ebkçCnniyayedayesrI. GñksMPasn_KYrEtsYrsMNYrNaEdlBak;B½n§eday 
pÞal;nwgkargar. RbDiteLIgnUvbBa¢IsMNYrEdlnwgGaccUldl;lkçN³sm,tþirbs;ebkçCn)anRKb;RKan; xN³eBl 
EdleqøIytbnwgesckþIbBa¢ak;BIkargar (job description). 

kMhusqÁgcMbgcMnYn3 EdlCajwkjab;ekItmankñúg eBlsMPasn_KW ³
1> min)anviPaKBItMrUvkarrbs;kargar[)anlMGitRKb;RKan;edIm,IbegáItsMNYrEdlman

suBlPaB ¬sMxan; nigeRbIR)as;)an¦.
2> min)ansYrebkçCnnUvsMNYrRtwmRtUv edIm,IkMnt;BIcMnucxøaMg cMnucexSay 

nigcMnucEdlskþismcMeBaH kargarrbs;BYkeK.
3> karBwgEp¥kxøMageBkeTAelIRbtikmµBIkñúgcitþ (gut reaction) 

CMnYs[karvaytMélBIeKalbMNgrbs; ebkçCn 
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edayGaRs½yeTAelIlkçN³vinicä½y (criteria) 

EdlkMnt;TukkñúgesckþIbBa¢ak;BIkargar.
karsMPasn_eFVI[dMeNIrkarcMrajJ;eRCIserIs (selection process)

kan;EtmanlkçN³edaypÞal; nigpþl;[GñksMPasn_nUvKMnitsrub Edlfa etIebkçCnmanlkçN³smRsb 
eTAnwgkargarEdrb¤eT.   ticnicxageRkamenHnwgCYyGñkkñúgkarcMraj;eRCIserIsebkçCnEdlsmRsb nwgkargar 
dUcCa ³

 
1>Binitükarerobrab;BIkargareLIgvij munnwgeFVIkarsMPasn_.
2>bM)at;nUvkarrarg;jejItjejIm KWmann½yfabegáIt[manbriyakasmYysñiT§sñalrak;Tak;.
3> begáIt[maneBlevlakMNt;sMrab;kic©sMPasn_ ehIyGnuvtþtam.
4> ebIkcitþ[TUlay eBalKWkuMbeBa©jmtieyabl;muneBk. 
5> pþl;eBlevla[ebkçCnniyayBIxøÜneK KWkMuniyayeRcIneBk.
6> ENnaM[)anR)akdBIRkumhu‘n nigkargar.
7> sþab;edayykcit©Tukdak;  epþatGarmµN_ nigkt;Rta.
8> ecosvagkarBiPakSay:aglMGitBIR)ak;ebovtSr_.
9> manPaBKYrsm.
10>kuMTuk[ebkçCnenArg;caM KWBiPakSanUvCMhanbnÞab;kñúgdMeNIrkarCYl rYckMnt;eBlmkCYbKñamþgeTot.
ticnicBinitüeRCIserIsepSg²eTotrYmman kareFVIetsþBIkarpþl;kargar (employment tests) nigkar 

BinitüsuxPaBragkay. kareFVIetsþBIkarpþl;kargarvas;sÞg;)annUvsm,Ta ¬karsmRbkb¦ sñaéd PaBévqøat 
buKÁliklkçN³ nigPaBeTogRtg;. karBinitüsuxPaBragkayKWedIm,I[dwgfa etIebkçCnGaceqøIytb)aneTAnwgbT 
dæansuxPaB nigkarTamTarrbs;kargarEpñkragkayEdrb¤eT.

karcMraj;eRCIserIsyk nigkarCYl (Selecting and Hiring)

ebIdMeNIrkarénkarBinitüeRCIserIsm:t;ct;l¥ehIy karcMraj;eRCIserIsykebkçCnl¥bMputsMrab;kargar KW 
manPaBgayRsYlEfmeTot. eTaHCay:agNak¾eday munnwgcMraj;eRCIserIsykCacugeRkay GñkKYrEtcat;viFan 
karN_cugeRkayKW BinitünUvGñkFanarbs;ebkçCnedIm,I[manPaBRtwmRtUv nigdak;bBa©ÚleTAkñúgkargar. GñkKYrEt 
yl;dwgBIninñakarénGñkEdlFanaebkçCnEdleTarTn;eTArkkarpþl;karBitBIGtþcrit niglT§PaB rbs;ebkçCn. 
eTaHbICamanPaBlMeGogd¾manskþanuBlya:genHk¾eday karBinitüya:gRby½tñRbEyg [dwgkarBitCamYyGtIt 
nieyaCk sala nigGñkFanaepSg²eTotrbs;ebkçCn GacmanplRbeyaCn_bMput. ya:gehacNas; k¾kar
Binitü GackMnt;)anfa etIebkçCnniyayBitesµaHRtg;Edrb¤Gt;GMBIRbvtþIkargarrbs;xøÜnenaH.

3> karENnaMnieyaCitfµI²[sÁal;GMBIGaCIvkmµrbs;Gñk (Orienting New Employees 

to Your Business)
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esovePAkt;RtaedayédGMBIkargar (employment handbook) TMnak;TMng)aneTAnwgnieyaCitTaMgenH 
[dwgGMBIBt’mansMxan;²enAkñúgRkumh‘un. esovePAenHrYmmankarrMBwgTukrbs;Rkumh‘un eKalneya)ayR)ak;ebovtSr_ 
l½kçx½NÐkargar plRbeyaCn_bnÞab;;bnSM nigTsSn³ rbs;Rkumh‘uncMeBaHGtifiCn. enAeBlEdlbuKÁlikmñak;cUl 
eFVIkar Rkumh‘unKYrEtpþl;nUvkarENnaM[dwgBIeKalneya)ayTUeTArbs;Rkumh‘un niglkçn³Cak;lak;rbs;kargar. 
k,Ünc,ab;vin½y (rules)énRkumh‘unKYrEtRtUv)anBnül;[lMGit nigkarrMBwgTukBIkargarKYrEtÉkPaBKña edayGaRs½y 
eTAelIsMnYrmYycMnYnEdl)aneqøIytb munnwg;nieyaCitfµIcab;epþImeFVIkargar. nieyaCitfµIKYrEtRtUv)anENnaM[sÁal; 
nieyaCitcas;² nigeFVI[man GarmµN_famankarsVaKmn_cMeBaHxøÜn.

4> bBaðatMéltbsñg (Compensation Issues) 

tMéltbsñgman 2RbePTKW ³ ¬1¦tMéltbsñgedaypÞal; ¬R)ak;ebovtSr_¦ nig¬2¦tMéltbsñgminpÞal; 
¬plRbeyaCn_bnÞab;bnSM¦. tMéltbsñgpÞal; - R)ak;ebovtSr_KWCatMéltbsñgEdlbuKÁlikTTYly:ageTogTat; 
¬TTYlCaRbcaMEx/ knøHEx/ b¤s)þah_¦. GñkeFVIkarRtUveKpþl;ebovtSr_edayEp¥kelIeBlevla ¬tamem:ag éf¶ s)þah_ 
b¤Ex¦b¤k¾Ep¥kelITinñ plkargar ¬tamEpnkarelIkTwkcitþ¦. tMéltbsñgEdlminpÞal; - enAkñúgGaCIvkmµFuntUc 
PaKeRcIn plRbeyaCn_bnÞab;bnSMKWCaEpñkmYyd¾sMxan; éntMéltbsñgTaMgGs;. plRbeyaCn_buKÁlik\lUvenH 
manRbEhl40°énkarcMnayeTAelIkarebIkR)ak;Ex. PaBEdlGacrkR)ak;cMeNj)anénRkumhu‘ntUc² KWCakar 
snµt;faCalT§plmYy (determinent) kñúgcMenamkarsnµt;nana dMbUgfaetIplRbeyaCn_GVIxøHEdlRkumh‘unRtUvpþl; 
[dl;buKÁlik. 

rebobedaHRsayd¾eCaKC½ymYykñúgkarpþl;plRbeyaCn_dl;nieyaCitrbs;GaCIvkmµFuntUc² KWélTukeday 
ELk²nUvcMnYnR)ak;Cak;lak;kñuúgbuKÁlikmñak;².   bnÞab;mkbuKÁliknimYy²eRCIserIskBa©b;plRbeyaCn_EdlsmRsb 
eTAnwgtMrUvkarrbs;xøÜnnaeBlbc©úb,nñ. rebobedaHRsayenH eFVI[buKÁlikdwgedayxøÜnÉgfa vamansmFm’ya:gx<s; 
eRBaH ¬1¦ manesrIPaBkñúgkareRCIserIs ¬2¦minbgçM[buKÁlikTaMgGs;RtUvEtTTYlykkBa©b;EtmYyNaenaHeT. 
Ca]TahrN_ buKÁlikv½yekµgmñak;EdlmankUntUceRcInGacmancMnab; GarmµN_eTAelIkarFanara:b;rgEpñkeFµjsMrab; 
RKYsarKat;. Kat;BitCamincab;GarmµN_eTAelIEpnkarcUlnivtþn_enAeBlenHeT. buKÁlikmYyeTotenAkñúgRkumh‘un 
dEdlenHEdlmanv½yRs)alGayuEssib)øay KµankUnEdlBwgBak;Kat;eT ehIyeRKagnwgcUlnivtþn_. bgçM[buKÁlik 
TaMgBIrenH TTYlplRbeyaCn_dUcKña KWCakareRbIR)as;luyKµanRbsiT§PaB. GnuBaØati[manCMerIsxøHKWCaKuNsm,tþid¾
sMxan;énrebobedaHRsaycMeBaHkareRKagCaEpnkarplRbeyaCn_.

GaCIvkmµFuntUc²CaeRcInRbQmmuxeTAnwgkarl,gd¾lM)akéncMeNHxøÜn enAeBlEdlBYkeKBüayameFVIpl 
RbeyaCn_[dUceTAnwgRkumh‘unFM². ya:gNak¾eday Rkumh‘untUc²GaceBjcitþnwgplRbeyaCn_énPaBGacpøas;bþÚr 
tamkal³eTs³ nigkarbBa©ÚlrebobfµIkan;EtRbesIr tamry³pþl;nUvEpnkarEbbeRCIserIsedayxøÜnÉg (afeteria 

plan). 
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3 karCYlykbuKÁlikEdlsmRsb
(Hiring the Right Employees)

k> karbegáIteKalneya)aycMeBaHbuKÁlik
x> karkMnt;nUvCMnajnigsmtßPaBEdlRtUvkar
K> karrkbuKÁlik 

X> erobcMsMNuMEbbbTbMeBjrbs;ebkçCn     
g> BaküsuMeFVIkargar
c> karsMPasn_ebkçCnkargar 

muxCMnYjmYyGacdMeNIrkarl¥eTA)an edaysarmanbuKÁlikl¥nigmansmtßPaB. dUecñH edIm,IRKb;RKgmux 
CMnYj[manRbsiT§PaB GñkRtUvEtcMNayeBlEsVgrk nigCYlbuKÁlikEdlsmRsb.

esckþIENnaMenH BiPakSaBIdMeNIrkarénkarrkbuKÁlik[kan;muxtMENgkñúgRkumh‘unrYmman karbegáIteKal 
neya)aycMeBaHbuKÁlik karkMnt;nUvCMnajnigsmtßPaBGVIEdlRtUvkar   karEsVgrkebkçCndak;Bakü karbegáItEbb 
bTBaküsuM nigkarsMPasn_ebkçCn. karrkbuKÁlik[kan;karCakarsMxan;Nas;cMeBaHmuxCMnYjTaMgtUcTaMgFM. Rkum 
hu‘nTaMgGs;suT§EtRbQmmuxnwgkarRbfuyRbfandUc²Kña kñúgkarCYlykbuKÁlikfµI. eTaHbICaya:gNak¾edayRkum 
h‘unkan;EttUc KWkan;EtmanlT§PaBtickñúgkaréllkeBlevla nigcMnayEdlBak;B½n§eTAnwgkarCYl ehIybnÞab; 
mkbeNþjecjnUvbuKÁlikEdlmankMhus. b:uEnþ Rkumh‘unkan;EtFM KWmanticnic nignItiviFICYlmanRbsiT§PaB 
EdleFVI[karRbfuyRbfannwgeRKaHfñak;kan;EttUceTA². RbsinebIelakGñk ¬CaGñkRKb;RKgEdlCam©as;Rkumh‘un 
BItUceTAmFüm¦ nwgcat;EcgRKb;RKgRbtibtþikarGaCIvkmµedayRbsiT§PaB  elakGñkk¾RtUvEtGnuvtþpgEdrtamtic 
nicxøH²TaMgenH. 

1> karbegáIteKalneya)aycMeBaHbuKÁlik (Setting Personnel Policies)

dMbUgbg¥s; RtUvdwgBIxøÜnGñk. cUrdwgfaGñkeFVICMnYjGVI smtßPaBpÞal;xøÜnnigcMnucexSayrbs;Gñk ehIyBüa 
yamRbemIlemIlnUvviFIEdlGñknwgykmkedaHRsaysßankarN_ EdlGñkrMBwgfanwgekIteLIgkñúgRbtibtþi karRbcaM 
éf¶énkareFVICMnYjrbs;Gñk. bnÞab;mk sresrBIeKalneya)ayTaMgenaHedayrYmbBa©ÚlnUvbBaðaTaMgGs;EdlGac 
manplb:HBal;eTAelIbuKÁlikdUcCa R)ak;ebovtSr_ kartMelIgzan³ karQb;sMrakvisSmkal karsMuc,ab;Qb;eBl 
manTukçlM)ak plRbeyaCn_bnÞab;bnSM nigeKalneya)aycUlnivtþn_.
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nItiviFIkargarnigbNþúHbNþalRtUvEtbegáIteLIg edIm,I[Gñkman»kaskan;EtRbesIrkñúgkarTTYlykkargar 
EdleFVIecjmk dUcEdlGñkcg;)an. GñkGaccg;;KitBicarNaBIkarsMerccitþbegáItnUveKalneya)yCalayl½kçGkSr 
dUcxageRkamenH ³

em:ageFVIkar BicarNaBIcMnYnem:ageFVIkarkñúgmYys)þah_ cMnYnéf¶kñúgmYys)þah_ kargarenAeBlyb; nig 
eBlvisSmkal RBmTaMgeBlevla nigviFIénkarebIkR)ak;ebovtSTaMgkargareTogTat; nigem:agbEnßm. karcMNay 
fvikaEdlmincaM)ac;cMeBaHem:agbEnßmedayGRtax<s; KWCaRbPBmYyénkarcMnayEdlmincaM)ac;. edaymanEpn 
karxagmux GñkGacmanlT§PaBerobcMcat;Ecgkargarrbs;buKÁlikGñkEdleFVIkarelIsema:g [mkenARtwmkMrit 
Gb,brma. enAeBlEdlry³eBlkMritx<s;bMputekItmaneLIg Cajwkjab; GñkGacedaHRsayedayeRbIR)as;CMnYy 
kargareRkAema:gEdlRtUvpþl;R)k;ebovtSr_edayGRtaeTogTat;.

tMéltbsñg PaKeRcInéncMNUlrbs;buKÁlik KYrEtecjmkBIR)ak;ebovtSr_CamUld§anEdlmanlkçN³ 
RbkYtRbECgeTAnwgkarcMnayebIkR)ak;rbs;Rkumh‘unRsedogKñaepSg²eTotkñúgRsuk. vaGacnwgbMeBjbRgÁb;eTA[ 
R)ak;ebovtSr_CamUld§an edayTMrg;énkarelIkTwkcitþxøH²dUcCa kMéreCIgsartic (small commission) b¤k¾Epn 
karkUtaR)ak;bEnßm (quota bonus plan). cUrBüayameFVI[eRKOgelIkTwkcitþmanTMnak;TMngKñaeTAnwgeKaledA 
rbs;Gñk nigeKaledArbs;buKÁlikGñk. GñkRtUvR)akdfa EpnkarGVIk¾edayEdlGñkeRbI buKÁlikBitCayl;y:agc,as; 
TaMgRsug. 

plRbeyaCn_bnÞab;bnSM GñkGacBicarNafanwgpþl;[buKÁliknUvkarcuHéføeTAelImuxTMnij karFanar:ab; 
rgCIvitedayminKitéfø karFanar:ab;rgsuxPaB Epnkar R)ak;esaFnnivtþn_ nigkarbg;éføQñÜlsikSaenAÉsalaeron 
nigmhaviTüal½ynana. GñkGacykcitþTukdak;cUlrYmpgEdrCamYuyBaNiC¢krepSg²eTotkñúgEpnkarRkumCnBikar 
nigEpnkartMéltbsñgcMeBaHRkumkmµkr. EpnkarmYyEbbenH Gacmann½yfaCakarsnSM mYyya:gsn§wksn§ab;enA 
kñúgkarcMnayd¾x<s;bMputrbs;Gñk.

karQb;sMrakvisSmkal etIkarQb;sMrakvisSmkalmanry³eBlb:unµan? etIGñknwgkMNt;eBlénviisSm 
kalb¤eT? etIkat;R)ak;ExeT? 

karsuMc,ab;Qb;sMrak etIGñknwgGnuBaØati[buKÁliksuMc,ab;Qb;sMrab;erOgpÞal;xøÜn krNIbnÞan;kñúgRKYsar 
visSmkal éf¶Biess²dUcCa éf¶e)aHeqñat éf¶esAr_ b¤éf¶GaTitüEdrb¤eT?

karbNþúHbNþal GñkRtUvR)akdfa buKÁlikrbs;Gñk)anTTYlkarhat;eronRKb;RKan;sMrab;eFVIkargar. 
kñúg Rkumh‘untUc² CaFmµtaGñkRKb;RKgEdlCam©as; RtUvmanTMnYlxusRtUvxagkarbNþúHbNþalbuKÁlik. b:uEnþebIGñk 
manGñkRtYtRtaemIl BYkeKmñak;²KYrEtTTYlsÁal;nUvsar³sMxan;kñúgkarkøayCaRKUbeRgond¾l¥ ehIyKYrEteRKagnUv 
eBlevlaedIm,IbeRgonmnusSfµI.
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karcUlnivtþn_ etIGñkmanEpnkary:agNaxøHcMeBaHplRbeyaCn_énkarcUlnivtþn_ dUcCa snþisuxsgÁm 
EpnkarR)ak;esaFnnivtþn_ nigkarFanar:ab;rgRbcaMqñaM?

eBlmanTukçlM)ak GñkGacnwgmanCMelaHCamYybuKÁlikrbs;GñkEdlmin)anKitdl;KuNPaBénkargar 
EdlGñkpþl;[eT. viFankarl¥bMput KWeRKagEpnkarsMrab;BYkeK rYcehIybegáitnUvnItiviFIsMrab;edaHRsaynUvTukç 
lM)akenH. cUrGñkBicarNaBIsiT§irbs;buKÁlikkñúgkarTamTar[BinitüeLIgvij nigbegáItnUvxEcgsMrab;PaBCaGCJa 
kNþalEdlCaPaKITI3.

kartMelIgzan³ Gñknwgcg;BicarNabBaðatMelIgzan³enHdUcKñanwgkartMelIgR)ak;ebovtSr_ nigkarpøas;bþÚr 
tYnaTIkargarEdr ehIyvaman\Ti§BleTAelIkarrIkcMerInrbs;Rkumhu‘n.

karRtYtBinitübuKÁlikeLIgvij yUr²mþg etIGñknwgBinitüBIkarRbtibtþikargarrbs;buKÁlikGñkEdrb¤eT? 
ebIBinitü etIktþaGVIxøHEdlGñknwgBicarNa? etIGñknwgeFVIkarTUTat;sgCaR)ak;ebovtSr_ nigkarENnaMMkarhat;eronEdr 
b¤eT?

karbBaÄb; eTaHbIenHCabBaðaminCaTIeBjcitþcMeBaHGñkRKb;RKgCaeRcInk¾eday karbBaÄb;enHRtUvman 
eKalneya)ayEdlsresrCalaylkçN_GkSrnUvbBaðaTaMgGs;enaH dUcCakarbBaÄreCIg siT§iénPaByUrGEgVgén 
kargar R)ak;TTYleRkayQb;eFVIkar nigl½kçx½NÐEdlFanacMeBaHkarbeNþjecalPøam²eday\tKitKUreRcIn. eBl 
EdlGñkbegáItnUveKalneya)aypÞal;rbs;GñkehIy  cUrkt;RtanUveKalneya)aysþIBIbBaðaTaMgGs;Edlb:HBal;dl; 
buKÁlikmñak;² rYccMlg[BYkeKmYyc,ab;mñak;². bBaðaTaMgLay ¬dUcCaem:ageFVIkar karkt;;RtaeBlevla 
karQb;sMrakEdlenATTYlR)ak;ebovtSr_  visSmkal   bTbBa¢aépÞkñúgén\riyabfnigkaresøókBak;  karebIkR)ak; 
Ex RbB½n§kargar em:agbEnßm nItiviFIedayELk R)ak;TTYleRkayQb;eFVIkar R)ak;esaFnnivtþn_nigEpnkarcUlnivtþn_ 
karcUlsMrakkñúgmnÞIreBTü nigkarBüa)alEpñkevCsaRsþ RBmTaMgnItiviFIeBlmanTukçlM)ak¦ KYrEtRtUv)aneFVI[man 
lkçN³CabTdæan (standardize). 

2> karkMnt;nUvCMnajnigsmtßPaBEdlRtUvkar (Determining Needed Skills and 

Abilities)

knøwHkñúgkarTTYl)annUvmnusSEdlRtwmRtUvKWsßitenARtg;karsMerccitþfa etICMnajEbbNaEdlRtUvkaredIm,I 
ykmkRbtibtþikargar. eBlEdlGñkdwgfaCMnajGVIEdlRtUvkarehIy GñkGacpÁÚpÁgCMnajnigbTBiesaFn_rbs; 
ebkçCneTAnwgtMrUvkarénkargar.

CMhandMbUgkñúgkarviPaKelIkargarKWdwglMGitBIva. ]bmafa GñkCaGñkRKb;RKgEdlmmajwkeRcIn GñksMerc 
fanwgCYlnrNamñak;mkCYysMralkic©karGñkxøH. cUrGñksMlwgemIlmuxgarCaeRcInEdlGñkkMBugeFVI nigsMercfaetIGVI 
xøHCacMnucexSaynigxøMagrbs;Gñk. 
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]bmaeTotfa GñksMerccitþRtUvkarCMnYyenAkñúgkriyal½y. TUrs½BÞEtgEteraT×Cab;Canic©. sMbuRtEdlRtUveqøIy 
tbkan;EtKreRcIneLIg. eKbBa¢aTijTMnijkan;EteRcIneLIg. 

eBlEdlGñkmankarerobrab;BIkargarenAelIRkdassñamehIy cUrGñksMerccitþfaebkçCnRtUvmanCMnajGVIxøH 
sMrab;bMeBjkargar. CMnajGVIEdlTabbMputEdlGñknwgGacTTYl)an? tam]TahrN_enH [eyIgsnµt;CamunfaGñk 
sMerccitþdMbUgCYlelxaFikarmñak; b:uEnþRsab;Etdwgfa elxaFikarmanedaykMr nigRtUvcMnayR)ak;Gs;eRcIn.  elIsBI 
enHeTAeTot sUm,IEtGñkCvelx ¬GñkEdlGacsresrrh½sTan;tamsmþIEdleKniyay)an¦ k¾esÞIrEtBi)aknwgrkEdr 
ehIyk¾cMnayR)ak;Gs;eRcIndUcelxaFikarEdr. 

GñkRbEhlCaGacrk)annUvGñkvayGgÁúlIelx eRBaHvamanPaBgayRsYlCagnigcMnayR)ak;Gs;ticCagelxa 
Fikar b¤GñkCvelx. sisSCaeRcInenAtamviTüal½ymanlkçN³sm,tþiCaGñkvayGgÁúlIelx)any:agl¥ hIyBYkeK 
k¾kMBugEtrkkargareRkAem:ageFVIEdr. cMnucbEnßmmYyeTotKW enAeBlEdlGñkcab;epþImrknrNamñak;mkeFVIkargar 
[Gñk cUrGñkeCOCak;faGVIEdlGñkcg;)an KWc,as;las;ehIy. cUrKitfa GñkRKb;RKgEdlCam©as;mñak;pSayrkGñk 
lk;enAkñúghag.   etIebkçCnRtUvmansmtßPaBeFVIGVIxøH? etIRKan;EtGacbUkbBa©ÚlKñanUvvik½yb½Rtlk;[)anRtwmRtUv 
b¤? kan;bBa¢IGtifiCn ehIyeBlxøHpSBVpSaylk;plitplrbs;GñkeTAGtifiCnTaMgenaHb¤? dMeNIrkarhageBl 
EdlGñkenAq¶ayb¤? mankaryl;eXIjxus²KñacMeBaHkargarCaGñklk;.   

GñkRtUvdwgBICMnajEdlGñkRtUvkarnigGacTTYl)an dUcEdlRtUv)ankMnt;fakarbNþúHbNþalEbbNaEdlGñk 
pþl;[buKÁlik.

3> karrkbuKÁlik (Finding Applicants) 

enAeBlEdlGñkdwgBICMnajEbbNacMeBaHbuKÁlikfµIehIy GñkeRtomCaeRscedIm,ITMnak;TMngCamYyRbPB 
EdlGacCYyGñkRbkaseRCIserIsebkçCndak;Bakü. manRbPBnigmeFüa)ayCaeRcInEdlCYyGñkdUcCaTIPñak;gar 
rd§b¤ÉkCnsMrab;erIsbuKÁlik sarBt’man TUrTsSn_ salaeron CaedIm. Gñkk¾GacEsVgrkGñkdak;Bakü)anpgEdr 
tamry³karTak;TgCamYymitþPkþi GñkCitxag GtifiCn GñkpÁt;pÁg; buKÁlikbc©úb,nñ smaKmkñúgRsuk dUcCasPa 
BaNiC¢kmµfµIefµagEdlGñkCasmaCik . ya:gNak¾eday kuMemIlrMlgbBaðaEdlnwgekItmaneLIgtamry³kareRCIs 
erIsEbbenH. etIGVInwgekIteLIgebIGñkminRBmTTYlGñkEdlBYkeKENnaM b¤k¾GñkRtUvbeNþjGñkEdlBYkeK)anENnaM 
enaH? 

viFIsaRsþénkarRbkaseRCIserIsbuKÁlikzitenAelIRbePTénmuxCMnYj/ TItaMgrbs;Gñk nigxøÜnGñkpÞal;. viFI 
RbesIrbMput KWeRbIRKb;meFüa)ayTaMgGs;bBa©ÚlKña. cMnucsMxan; KWkareRCIserIs)anbuKÁlikRtwmRtUv manCMnajsm 
Rsbnwgkargar eTaHbI)anmkBIRbPBNak¾eday. 

4> erobcMsMNuMEbbbTbMeBjrbs;ebkçCn (Developing Applicants Forms)
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karEdlBi)akbMputKWkarEsVgrk nigCYlmnusSEdlsmRsb. GñkRtUvmanviFIxøH²kñúgkarBinitüeRCIserIs 
ebkçCn nigcMraj;erIsyknrNaEdll¥bMputsMrab;muxtMENg. sMNuMEbbbTsuMkargar Ca]bkrN_mYyEdlGñkGac 
eRbIR)as; edIm,IeFVIkarsMPasn_ nigkarcMraj;erIsykkan;EtmanPaBgayRsYl.

BaküsuMKYrEtmanTukkEnøgsMrab;sresrnUvkarBitTaMgGs;EdlGñkRtUvkarCamUldæansMrab;vinicä½yeTAelIebkç
Cn. Gñknwgcg;)anEtsMNuMEbbbTNa EdlmanBt’maneBjeljRKb;RKan;lµm. eTaHCay:agNak¾eday BaküsuM 
TaMgenaHRtUvmanlkçN³samBaØtamEtGñkGaceFVI)an. [ebkçCnbMeBjsMNuMEbbbTsin munnwgniyayCamYyBYk 
eK. vaCacMnuccab;epþ;IménkarsMPasn_d¾l¥. vaGacCakarsresrerobrab;BIbTBiesaFn_ eQµaHnigGas½yd§anrbs; 
GtItnieyaCk. BaküsMuCaKMrUmYyRtUveKpþl;[dUcxageRkam ³ 

5> BaküsuMeFVIkargar  (Application for Employment)

eQµaH>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> éf¶ExqñaMkMeNIt>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

Gs½yd§anbc©úb,nñ>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

elxTUrs½BÞ>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> b½NÑebIkbrelx>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

éf¶ExqñaMEdlGñkcUleron ³

bzmsikSa BIqñaM>>>>>>>>>>>>>>>>>>>>>>> dl;>>>>>>>>>>>>>>>>>>>> viTüal½y BIqñaM>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> dl;>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

mhaviTüal½y BIqñaM>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> dl;>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

etIGñkmankar)at;bg;cMENkNamYYyénragkayEdleFVI[GñkminGaceFVIkargarmYycMnYnEdrb¤eT?
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

ebIman sUmerobrab; nigR)ab;BIRbePTkargarEdlGñkminGaceFVI)an ³
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

erobrab;BIkargarcas; nigkargarbc©úb,nñkñúgtaragxageRkam edaycab;epþImBIkargarfµIbMput ¬rYmTaMgkarbMerIeyaFa 
ebIBak;B½n§¦ ³
eQµaHRkumh‘un- BIqñaM dl;- RbFan- mUlehtucakecj- R)ak;ebovtSr_- zan³
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
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etIeyIgGacTak;TgCamYynieyaCkEdlerobrab;xagelI)anEdrb¤eT?>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> ebIminGac 
sUmbBa¢ak;GñkNaEdlGñkcg;[eyIgTak;Tg>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
mUlvicarN_>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

6> karsMPasn_ebkçCnkargar (Interviewing Job Applicants)

eKalbMNgénkarsMPasn_ KWkardwgBt’manBIebkçCn[)aneRcInGMBIRbvtþikargar CaBiessTMlab;kargar 
nigCMnaj. kargarcMbgKW [ebkçCnniyayerobrab;BIxøÜneKpÞal;nigTMlab;kargarrbs;BYkeK.viFIl¥bMputKWsYrebkçCn 
nimYy²nUvsMNYrCak;lak;dUcCa etIkargar cugeRkay GñkeFVIGVI? etIGñkeFVIrebobNa? ehtuGVI)anCaeFVIva? 

eBlGñksMPasbeNþIr vaytMélcMelIyrbs;ebkçCnbeNþIr. etIBYkeKdwgBIGVIEdlBYkeKkMBugniyayEdrb¤ 
eT? etIBYkeKeKcevsBIkargar b¤k¾KµanCMnajkñúgParkic©kargar? etIBYkeKGacykmkKitBIPaBminRsbKñaedayGenøI 
(discrepancies) énkargarEdreT? enAeBlkic©sMPasn_cb; cUrGñkesñI[ebkçCnmkCYbGñkeBleRkay ebIGñkKit 
facab;GarmµN_ebkçCnmñak;enaH. kuMsnüaCamYyebkçCn [esaH luHRtaEtGñk)ansMPasn_RKb;ebkçCnTaMgGs;edImI, 
[manPaBR)akdfa GñkeRCIserIsebkçCnEdlRtwmRtUv.  

bnÞab;mk epÞógpÞat;Bt’manEdlGñkTTYl)an. CaFmµta GtItnieyaCkKWCaRbPBd¾l¥bMput. eBlxøH 
GtItnieyaCknwgpþl;Bt’man[eyIgtamTUrs½BÞ. b:uEnþCakarl¥bMput GñkKYrEtsresrnUvBt’manEdlGñkcg;)anrYcepJI 
edIm,ITTYlkareqøIytbCalaylkç½GkSrvij. edImI,CYy[kareqøIytb)anqab;rh½s GñkKYrEtsYrGtItnieyaCknUv 
sMnYrticEtCak;lak;GMBIebkçCn EdlGacTTYlcMelIymkvijxøIxøwm. ]TahrN_ etIbuKÁlikmñak;enH)aneFVIkar[elak 
Gs;ry³eBlb:unµan? etIkargarrbs;Kat;Gn; mFüm b¤l¥eT? ehtuGVI)anCabuKÁlikmñak; enHcakecjBIRkumhu‘nelak? 

bnÞab;BIGñk)anepÞógpÞat;Bt’manrYcehIy GñkGaceFVIkarsMerccitþcMraj;eRCIserIs)an. buKÁlikEdlRsm 
RsbGacCYyGñkcMeNjluy. buKÁlikEdlerIsxusnwgeFVI[GñkxatTaMgeBlevla sMPar³ nigGacbeNþjGtifiCn 
GñkEfmeTot. 
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4karbNþúHbNþal nigkarGPivDÆn_buKÁlik
(Employee Training and Development)

k> eKalbMNgénkarbNþúHbNþalnigkarGPivDÆn_ 
x> dMeNIrkarénkarbNþúHbNþal     
K> karkMnt;;BIesckþIRtUvkarsMrab;karbNþúHbNþal     
X> kareRCIserIsnUvGñkEdlRtUvbNþúHbNþal     
g> eKaledAénkarbNþúHbNþal     
c> viFIsaRsþbNþúHbNþal     
q> GñkbNþúHbNþal     
C> karRKb;RKgkarbNþúHbNþal     
Q> karvaytMélelIkarbNþúHbNþal     

KuNPaBrbs;buKÁlik nigkarGPivDÆn_rbs;BYkeKedayqøgkat;karhVwkhat; nigkarGb;rM KWCaktþacMbgEdl 
eFVI[GaCIvkmµFuntUcrkR)ak;cMenj)anyUrGEgVg. RbsinebIGñkCYlnigrkSaTukbuKÁlikl¥² vaKWCaeKalneya)ay 
d¾l¥KñúgkarvinieyaKeTAelIkarGPivDÆn_CMnajrbs;BYkeK EdlCaehtueFVI[BYkeKGacbegáInplitPaBkargarrbs;BYk 
eK)an. 

CaerOy² karbNþúHbNþalRtUveKeFVIEtcMeBaHbuKÁlikfµI²b:ueNaÑaH. enHKWCakMhus eRBaHbuKÁlibc©úb,nñ k¾RtUv 
karbNþúHbNþalEdr edIm,[BYkeKGacbt;EbnTan;sPaBkaréntMrUvkarrbs;kargarEdlmankarpøas;bþÚrya:gqab; 
rh½s. 

1> eKalbMNgénkarbNþúHbNþalnigkarGPivDÆn_ (Purpose of Training and 

Development)

mUlehtusMrab;bBa¢ak;PaBrIklUtlas;buKÁlikrYmman ³
- karbegáIt[manbuKÁlikEdlmansmtßPaBCaeRscsMrab;CMnYskEnøgbuKÁlikNaEdlsuMQb;;b¤eLIg 

zan³.
- karbegáInnUvlT§PaBrbs;Rkumhu‘nedIm,IedIrTan;nigeRbIR)as;PaBrIkcMerInénbec©kviTüaedaysarEt 

buKÁlikmancMeNHdwg RKb;RKan;.
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- karbegáIt[mannUvRkumkargarEdlmancitþkan;EtRslaj;kargarnigmanRbsiT§PaBRKb;RKan;EdleFVI
[ CMhrRbkYtRbECgrbs;Rkumh‘unkan;EtRbesIreLIg nigelIkkMBs;Twkcitþ (morale) rbs;buKÁlik.

- karFana)anRKb;Rkan;nUvFnFanmnusSsMrab;karBRgIkcUleTAkñúgkmµviFIfµI².
karRsavRCav)anbgðajfaplRbeyaCn_Cak;lak;EdlGaCIvkmµFuntUcTTYl)anBIkarbNþúHbNþalnig 

GPivDÆn_buKÁlikrbs;xøÜnman ³
1> plitPaBkargarekIneLIg.
2> karpøas;bþÚrbuKÁlikfycuH.
3> RbsiT§PaBekIneLIg EdlnaMeTAdl;karcMeNjEpñkhirBaØvtßú.
4> tMrUvkarénkarRtYtBinitüemIlfycuH.

Cajwkjab; buKÁlikmankaryl;dwgkan;EtRbesIrBItMél PaBéføfñÚr nigsuxumalPaBrbs;xøÜnÉg enAeBl 
EdlBYkeKeTACakan;EtmantémøcMeBaHRkumh‘unnigsgÁm. CaTUeTA BYkeKnwgTTYl)annUvcMENkénKuNRbeyaCn_ 
EpñksMPar³kan;EteRcIn EdlCalT§pl)anmkBIplitPaBkargarrbs;BYkeKekIneLIg. ktþaTaMgenHeFVI[BYkeK 
eBjcitþ tamry³karsMerc)annUveKaledApÞal;xøÜnnigrbs;Rkumh‘un. 

2> dMeNIrkarénkarbNþúHbNþal (Training Process) 

KMrUxageRkamCadMNak;kalcaM)ac;²enAkñúgdMeNIrkarénkarbNþúHbNþal ³

- eKalbMNgrbs;Rkumh‘un
- karvas;sÞg;emIlBItMrUvkar
- etImankareføaHeFøayEdrb¤eT?
- eKalbMNgénkarbNþúHbNþal
- cMraj;eRCIserIsnUvGñkEdlRtUvykmkbNþúHbNþal
- cMraj;eRCIserIsnUvviFIsaRsþnigrebobrbbbNþúHbNþal
- eRCIserIsmeFüa)ayeFVIkarvaytMél
- RKb;RKgkarbNþúHbNþal
- vaytMélkarbNþúHbNþal.

kareFVICMnYjrbs;GñkKYrEtmanyuT§saRsþc,as;las; nigkMnt;nUveKalbMNgEdldwknaMnigCMruj[manRKb; 
karsMerccitþTaMgGs; CaBiesssMrab;karbNþúHbNþal. Rkumh‘unnanaEdleRKagnUvEpnkarsMrab;dMeNIrkarbNþúH 
bNþal TTYleCaKC½yeRcInCagRkumhu‘nEdlKµan. m©as;muxCMnYjPaKeRcInbMputcg;)aneCaKC½y b:uEnþBYkeKmin)an 
P¢ab;eTAnwgKMeragsMrab;karbNþúHbNþalEdlCakarbegáInnUv»kaseCaKC½yrbs;BYkeK. etIehtuGVI? mUlehtuTaMg 
5EdleKdwgjwkjab;bMputKW ³
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1> eBlevla - GñkRKb;RKgmuxCMnYjtUc²Kitfa 
karTamTarnUveBlevlaminGnuBaØati[BYkeKbNþúH bNþal 
buKÁlik)aneT.

2> karcab;epþIm - GñkRKb;RKgmuxCMnYjtUc²PaKeRcInbMput 
min)anGnuvtþnUvkarbNþúHbNþalbuKÁlikeT. 
dMenIrkarbNþúHbNþalbuKÁlik KWBYkeKminFøab;dwgb¤sÁal;eLIy.

3> CMnajFMTUlay - 
GñkRKb;RKgnanaeTarTn;eTArkPaBmanCMnajTUlay 
eRcInCagCMnajÉkeTsEdl 
caM)ac;sMrab;skmµPaBbNþúHbNþalnigGPivDÆ.

4> xVHkareCOCak;nigebIkcMhr - 
GñkRKb;RKgCaeRcIncUlcitþrkSaBt’mansMrab;EtxÜønÉg. 
edaysarkar eFVIEbbenH 
eTIbBYkeKlak;Bt’manBIGñkenAeRkambgÁab; nigGñkepSgeTot 
EdlGacmanRbeyaCn_ kñúgkarbNþúHbNþalnigkarGPivDÆn_. 

5> karmineCOtammtiTUeTAEdl[tMélcMeBaHkarbNþúHbNþal - 
m©as;CMnYjtUc²xøHeCOfaGnaKtminGac TsSn_Tay 
b¤RKb;RKg)an. 
dUecñHkarxitxMrbs;BYkeKsMedAEtcMeBaHskmµPaBnaeBlbc©úb,nñ
b:ueNÑaH. 
kmµviFIkarbNþúHbNþalEdll¥GacCYy[Rkumh‘unGñkTTYleCaK
C½y. kmµviFIEdleFVIeLIgCalkçN³ 
rcnasMB½n§CamYynwgyuT§saRsþnig eKalbMNgmanPvnIyPaB 
¬PaBEdlGacekItmaneLIg¦x<s;kñúg karelIkkMBs;plitPaB 
nigeKaledAepSgeTotEdlRtUv)ankMnt;eLIg 
enAkñúgebskkmµénkarbNþúH bNþal.

karbegáItyuT§saRsþbNþúHbNþal tMrUv[elIkeLIgnUvsMNYrCaeRcIntamlMdab;dUcteTA ³
1> nrNaKWCaGtifiCnrbs;Gñk? ehtuGVI)anCaBYkeKTijBIGñk?
2> nrNaKWCaKURbkYtRbECgrbs;Gñk? etIBYkeKbMerITIpSaredayrebobya:gNa? etIBYkeKcUl 

citþeRbInUv]tþmPaBeRbobeFobGVIxøH? etIEpñkNamYyénTIpSarEdlBYkeKmineGIeBI? 
3> etIRkumh‘unmancMnucxøaMg nigcMnucexSayGVIxøH? 
4> etIninñakarénsgÁmGVIxøH Edlman\T§iBleTAelIRkumh‘unGñk?
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eKalbMNgénkarbegáItyuT§saRsþbNþúHbNþalbuKÁlik KWeqøIynwgsMNYrcMnYn2d¾samBaØEtsMxan; ¬1¦etI 
GñkeFVICMnYjGVI? nig ¬2¦etICMnYjrbs;GñkKYrEteTACaGVI? edaymancMelIyCaeRsccMeBaHsMNYrTaMgBIrenH nigkar 
emIleXIjEvgq¶ayBIebskkmµ yuT§saRsþ nig eKalbMNg Rkumh‘unrbs;GñknwgGackMnt;)anesckþIRtUvkarsMrab; 
karbNþúHbNþalrbs;xøÜn. 

3> karkMnt;;BIesckþIRtUvkarsMrab;karbNþúHbNþal (Identifying Training Needs)

tMrUvkarsMrab;karbNþúHbNþalGac):an;RbmaN)anedayeFVIkarviPaKeTAelIvis½yFnFanmnusSsMxan;²cMnYn
3 ³ Rkumhu‘nTaMgmUl lkçN³kargar nigtMrUvkarrbs;buKÁlikmñak;².

karviPaKenHnwgpþl;cMelIycMeBaHsMNYrxageRkam ³
1> EpñkNaEdlRtUvkarbNþúHbNþal?
2> etIGVIeTAEdlbuKÁlikRtUveronCaBiessedIm,IbegáInsmtßPaB?
3> nrNaxøHEdlRtUvTTYl)ankarbNþúHbNþal? 
cUrcab;epþImedaykar):an;RbmaNBIsßanPaBbc©úb,nñrbs;Rkumhu‘nfa etIeFVIya:gdUcemþc eFVIGVIxøHCakarl¥bMput 

niglT§PaBbuKÁlikrbs;Gñk kñúgkareFVIParkic©TaMgenaH. RbsiT§PaBénkmµviFIbNþúHbNþalGacRtUv)aneKvaytMél 
tTl;nwgkarviPaKenH EdlkarviPaKnwgpþl;;;[nUv bTdæanxøHEdleKvas;EvgnwgKURbkYtRbECg (benchmarks). 
Rkumh‘unGñkKYrEtdwgBIEpnkaryuT§saRsþry³eBlEvg faetIvaQandl;kEnøgNakñúgry³eBl5qñaMeTot. GVIEdlGñk 
RtUvkarcaM)ac; KWkmµviFIbNþúHbNþalmYyEdlnwgnaM[Rkumh‘unQaneLIg. TI2 cUrBicarNafa etIRkumh‘unKaMRTEpñk 
fvikacMeBaHkarxitxMRbwgERbgkñúgkarbNþúHbNþalEdrb¤eT. ebIKµaneT karb:unb:gNamYYykñúgkarbegáItkmµviFIbNþúH 
bNþald¾rwgmaMmYynwgbraC½y.

bnÞab;mk RtUvkMnt;[)anc,as;las;faetIkEnøgNaEdlRtUvkarbNþúHbNþal. vaKWCaPaBqáÜtlIlakñúgkar 
Gnuvtþn_kic©xitxMRbwgERbgbNþúHbNþalTUTaMgRkumh‘un edaymin)anepþat[cMRbPBEdlcaM)ac;bMput. karRtYtBinitü 
EpñkxagkñúgnwgCYycg¥úlbgðajBIEpñkEdl GacTajykplRbeyaCn_BIkabNþúHbNþal)an. bBa¢IsareBIP½NÐsþIBI 
CMnaj (skills inventory) GacCYykMnt;)anpgEdrnUvCMnajTaMgLayEdlbuKÁlikmanCaTUeTA. bBa¢IsareBIP½NÐ 
enHnwgCYy[Rkumh‘unkMnt;)anBICMnajGVIxøHEdlmansBVéf¶ nigCMnajGVIxøHEdlRtUvkarsMrab;karGPivDÆn_na eBl 
GnaKt. 

enAeBlEdlGñkkMnt;)anBIkEnøgEdlRtUvbNþúHbNþalehIy cUrGñkykcitþTukdak;eTAelImatikaénkmµviFI 
bNþúHbNþal. cUrGñkviPaK BIlkçN³énkargarEdlEp¥lelIkarerobrab;rbs;va nigerOgra:vCalayl½kçGkSrBIGVIEdl 
buKÁlikBitCaeFVI. karbNþúHbNþalEdlEp¥kelIkarerobrab;rbs;va KYrEtcUl[)anlMGitGMBIrebobeFVIkargareday 
QrelImUldæanBIParkic©mYyeTAParkic©mYyeTot. karbMeBjkargarBitR)akdnwgeFVI[GñkmanlT§PaBdwg BIGVIEdl 
RtUveFVI.
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buKÁlikmñak;²GacRtUv)aneKvaytMéltamry³kareRbobeFobkMritCMnajnigkarsMEdgkargarbc©úb,nñrbs;BY
keKCamYynwgbTdæankargar b¤k¾tMrUvkarEdlrMBwgTukrbs;Rkumh‘un. PaBminRsbKñaedayGenøIrvagkMritCMnajBit 
nigkMritCMnajEdleKrMBwgTuk KWkMnt;)annUvtMrUvkarsMrab;karbNþúHbNþal.

4> kareRCIserIsnUvGñkEdlRtUvbNþúHbNþal (Selection of Trainees)

enAeBlEdlGñksMercfakarbNþúHbNþalGVIEdlcaM)ac;nigenAkEnøgNaehIy karsMercbnÞab;mkeTotKWRtUv 
yknrNamkeFVIkarbNþúHbNþal? cMeBaHGaCivkmµFuntUc² sMNYrenHKWsMxan;Nas;. karbNþúHbNþalbuKÁlikmñak 
;KWRtUvcMNajfvikaeRcIn CaBiess enAeBlEdlKat;cakecjBIRkumh‘unGñkeTArkkargarEdll¥RbesIrCag. ehtu 
dUecñHehIy)anCavaCakarsMxan;kñúgkarcMraj;eRCIserIsyknrNamñak;edayRbugRby½tñmkeFVIkarbNþúHbNþal. kmµ 
viFIbNþúHbNþalenHRtUveKerobcMeLIg edIm,IBicarNaBIlT§PaBrbs;buKÁlikkñúgkareronsURtBIsMPar³ nigeRbIR)as;va 
[manRbsiT§PaB ehIyedIm,IeRbIR)as;FnFanEdlmanRsab;[manRbsiT§PaBbMput. vak¾sMxan;pgEdrfa buKÁlik 
RtUv)anCMrujelIkTwkcitþedaytamry³bTBIesaFn_bNþúHbNþalenH. karbraC½yeTAelIkmµviFI vaminRKan;EteFVI[ 
xUcdl;buKÁlikb:ueNaÑaHeT EtEfmTaMgCakarx©Hx¢ayluypgEdr. karcMraj;eRCIserIs)anGñkRtUvbNþúHbNþalBit 
R)akd KwCakarsMxan;dl;eCaKC½yénkmµviFI.

5> eKaledAénkarbNþúHbNþal (Training Goals)

eKaledAénkmµviFIbNþúHbNþal KYrEtCab;Bak;B½n§edaypÞal;CamYynwgtMrUvkarEdl)an):an;sµanTukenaH. 
eKalbMngénvKÁsikSaKYrEtbBa¢ak;[)anc,as;fa \riyabfb¤k¾CMnajGVIRtUv)anpøas;bþÚrEdlCalT§plénkarbNþúH 
bNþal nigKYrEtBak;B½n§CamYynwgebskkmµ nig EpnkarCayuT§saRsþrbs;Rkumh‘un. eKaledAKYrEtrYmmankarQan 
eq<aHeLIg (milestones) edIm,ICYynaMykbuKÁlikBIcMnucEdlKat;sßitenAsBVéf¶ eq<aHeTAkan;cMnucmYyEdlRkumh‘un 
cg;)anenAéf¶GnaKt. karkMnt;eKaledAnana CaCMnYydl;karvaytMélelIkmµviFIbNþúHbNþal nigelIkTwkcitþdl 
;buKálikpgEdr. karGnuBaØati[buKÁlikcUlrYmkñúgkarkMnt;eKaledA KWbegáInnUvPvnIyPaBeCaKC½y.

6> viFIsaRsþbNþúHbNþal (Training Methods)

mankarbNþúHbNþalkargarBIrRbePT EdlGaceRbIR)as;)ancMeBaHGaCIvkmµFuntUc² KWkarbNþúHbNþalenA 
nwgkEnøg (On-the-job) nigkarbNþúHbNþalenAeRkARkumh‘un (Off-the-job). kal³eTs³nImYy² nig nrNaxøH 
GVI nigmUlehtuénkmµviFIbNþúHbNþalkMnt;nUv viFIsaRsþEdlRtUveRbI.

karbNþúHbNþalenAnwgkEnøg- RtUvpþl;dl;buKÁlik enAeBlEdlBYkeKsMEdgkargarCaeTogTat;. eFVIdUcenH 
BYkeKminxateBl xN³EdlBYkekkMBugeronsURt. bnÞab;BIbegáItEpnkarGVIEdlRtUvbeRgonehIy KWKYrEtCMrabCUn 
buKÁlik[dwgBIesckþIlMGitenH. KYrEteFVInUv kalviPaKCamYynwgkarvaytMélCaRbcaM edIm,ICUndMNWgdlbuKÁlikGMBI 
vDÆnPaB ¬karrIkcMerIn¦rbs;BYkeK. rebobénkarbNþúHbNþalenAnwgkEnøgenH rYmmankarENnaMbgðaj karbgðat; 
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beRgonBIkargar (apprenticeships) kmµsikSa (internships) PaBCaGñkCMnYykar (assistantships) RBmTaMg 
karpøas;bþÚrnigbgVwkkargar. 

karbNþúHbNþalenAeRkAkEnøg rYmman )azkfa (lectures) karsikSaBiess PaBynþ snñisiTb¤kar 
BiPakSatamkBa©k;TUrTsSn_ krNI-sikSa karedIrtYnaTI kareFVIRtab;tam(simulation) karbgðat;beRgontamkmµviFI 
nigkarbNþúHbNþalenAkEnøgsMrab;Gegát (Laboratory training). PaKeRcInbMputénrebobTaMgenHGacRtUv)an 
eRbIR)as;edayGaCIvkmµFuntUc eTaHbICarebobxøHRtUvcayfvikaeRcIneBkk¾eday. karENnaMkargar³ KWsMrab;buKÁlik 
fµI². bIbYnéf¶dMbUg KWcM)ac;cMeBaHeCaKC½yrbs;buKÁlikfIµ. cMnucenH RtUv)anbgðajedaykarBitfa 60PaKryén 
buKÁlikTaMgGs;Edle)aHbg;kargar eFVIEbbenHkúñgry³eBl10éf¶dMbUg. karENnMaKYrEtsgát;F¶n;elIRbFanbTdUc 
teTA ³

- Rbvtþi nig ebskmµrbs;Rkumh‘un
- smaCiksMxan;²enAkúñgRkumh‘un
- smaCiksMxan;²enAtamEpñk (department) nigrebobEdlEpñknimYy²CYybMeBjebskmµ[Rkumh‘un
- k,Ünc,ab; nigbTbBa¢aépÞkñúugrbs;buKÁlik. 
Rkumh‘unxøHeRbIkarENnaMedaypÞal;mat; cMENkxøHeTotsresrCalayl½kçGkSr. GaCIvkmµFuntUc²Ca 

eRcIneRbIR)as;RbFanbTTaMgenH enAkñúgkarENnaMBImnusSmñak;eTAmnusSmñak;eTot. eTaHbICaeRbIR)as;viFIsaRsþ 
Nak¾eday bBaðasMxan;KWfa buKÁlikfIµ)anyl;c,as;BIkEnøgeFVIkarfµIrbs;BYkeK. 

)azkfa ³ bgðajR)ab;nUvBt’manBIkarbNþúHbNþaledaypÞal;mat; nigRtUv)aneRbIR)as; enAeBlEdleKal 
edAbgðajR)ab;nUvBt’manCaeRcInGenkdl;mnusSCaeRcIn. vakan;EtsnSMsMéccMnaykñúgkarpþl;nUv)azkfadl;mnusS 
mYyRkum CaCagbNþúHbNþalmnusSmñak;². karpþl;nUv)azkfa KwCakarR)aRs½yTak;TgEtmYypøÚv (one-way 

communication) EdlenHGacminEmnCaviFIEdlmanRbsiT§PaBbMput kñúgkarbNþúHbNþalenaHeT. vaBi)akFana 
pgEdrfa Gñksþab;TaMgGs;yl;BIRbFanbTmYykñúgkMritdUcKñaeT. edayEbreq<aHeTArkGñk eronkMritmFüm GñkGac 
bNþúHbNþalBYkeKxøHTabCag nig)at;bg;BYkeKepSgeTot. eTaHbICamanKuNvibtþiya:genHk¾eday k¾karpþl;nUv )
azkfa KwCameFüa)ayEdlsnSMsMéccMNaybMputkñúgkareFVI[manGñksþab;)ancMnYneRcIn. 

karedIrtYnaTI nigkareFVIRtab;tam³ KWCarebobbNþúHbNþalEdlBüayamnaMykmk[GñkRtUveKbNþúH 
bNþalnUvsßanPaBénkarsMerccitþsmehtupl. mankarbgðajbBaðaCaeRcInEdlnwgekIteLIg nigdMeNaHRsay 
sMrab;eFVIkarBiPakSa. eKykBaküesøakmYyEdlfa { KµanGñkbgðat;beRgonNaEdll¥CagbTBiesaFn_eT } mk 
bgðaj[eXIjCak;EsþgBIkarbNþúHbNþalEbbenH. buKÁlikEdlmanbTBiesaFn_Gacerobrab;BIbTBiesaFn_Bit² 
RBmTaMgGacCYykñúg nigeronBIkarrkdMeNaHRsaycMeBaHkareFVIRtab;tamTaMgenH. viFIsaRsþenHsnSMsMéccMNay 
nigRtUv)anykmkeRbIR)as;kñúgkarbNþúHbNþalEpñkTIpSarnigRKb;RKg. 

viFIsaRsþesatTsSn_ ³ dUcCaTUrTsSn_ kaEstvIedGU nigExSPaBynþ KWCameFüa)aymanRbsiT§PaB 
bMputkñúgkarpþl;nUvlkçxNÐ nigsßanPaBCak;Esþgkñúgry³eBlxøI. KuNsm,tþimYyKWfa karsMEdg[emIlenAdEdl 
eTaHbICavaelgeRcIndgb:uNÑak¾eday. karenHminBiteTcMeBaH)azkfaEdlGacpøas;bþÚr dUcCaenAeBlEdleKbþÚrvaKµin 
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(speaker) b¤rg\T§iBlBIkarKMramkMEhgBIxageRkA. KuNvibtþicMbgénviFIsaRsþesatTsSn_KWfa vaminGnuBaØati[ 
manCasMnYr nigGnþrGMeBI ¬skmµPaBeTAvijeTAmk¦CamYynwgvaKµineT k¾dUcCaminGnuBaØati[mankarpøas;bþÚr 
nUvkarsMEdg[emIlsMrab;Gñksþab;xus²KñaEdr.

karpøas;bþÚrkargar ³ Bak;B½n§CamYynwgkarpøas;bþÚrbuKÁliktamry³kargarbnþ²Kña EdleFVI[BYkeKman 
GarmµN_l¥cMeBaHkargarEdlmankñúgtYnaTIepSg²Kña.  CaFmµta eKeRbIviFIenHkñúgkarbNþúHbNþalzan³CaGñkRtYt 
BinitüemIl. enHCayuT§sa®sþl¥sMrab;muxCMnYjtUc²edaysarEtbuKÁlikmñak;GaceFVIkargar)aneRcIny:ag.

viC¢aeRCARCH (apprenticeships)³ KWGPivDÆn_buKÁlikEdlGacbMeBjParkic©xus²Kña)anya:geRcIn. Ca 
Fmµta vaTak;TineTAnwgRkumCMnajCaeRcIn EdlGnuBaØati[GñkeronGnuvtþnUvBaNiC¢kmµCak;lak;mYyehIyEdlGñk 
eronRtUvcMnayeBlya:gyUr edIm,IeFVIkar[ nigCamYyGñkeFVIkarCan;x<s;EdlmanCMnay. viC¢aeRCARCH KwvasmRsb 
CalkçN³BiesscMeBaHkargarTaMgLayNaEdlTamTarCMnajplitkmµ.

kmµsikSa nigPaBCaGñkCMnYykar (internships and assistantships) CaFmµta vaKWCakarP¢ab;rvag 
bnÞb;eron nigkarbNþúHbNþalenAnwgkEnøg. Cajwkjab; eKeRbIR)as;vaedIm,IbNþúHbNþalGñkRKb;RKgnigbuKÁlik 
TIpSareTAéf¶mux.

kareronsURttamkmµviFI (Programmmed learnig) ³ karbgðat;beRgonEdlCYyedaykMuBüÚT½r nigvIedGU 
EdlRtYtRtaedaykMuBüÚT½r (interactive video) TaMgBIrenHdUcKñamYykEnøgKW GnuBaØati[sikçakameronsURttam 
el,Ónrbs;eKpÞal;.  bnÞab;BIkMLúgeBlEdlcab;epþIm RKUbeRgonmincaM)ac;manvtþmaneT ehIysikçakamGaceron 
kñúgeBlEdlGnuBaØati. viFIsaRsþTaMgenH hak;dUcCal¥ b:uEnþGaceTAhYsBIFnFanrbs;GaCIvkmµFuntUcmYycMnYn.
karbNþúHbNþalenAkEnøgsMrab;Gegát (Laboratory training)³ RtUveFVIeLIgedayGñkbNþúHbNþalman 
CMnajsMrab;Rkumnana. CaFmµta eKeFVIvaenAÉkEnøgGBüaRkit nigRtUveRbIR)as;edayGñkbNþúHbNþalRKb;RKgkMrit 
x<s;nigmFüm edIm,IbNþúHsµartIRkumkargar niglT§PaBEdlekIneLIg kñúgn½yedaHRsaykarRKb;RKg nigmnusS 
Edlmanv½yzan³esµIKña (peers) . vaGaccMnayGs;eRcIn nigCaFmµtaRtUvesñIpþl;edayGaCIvkmµFuntUc²EdlsMxan; 
Cag. 
7> GñkbNþúHbNþal (Trainers)

GñkEdlnwgdMeNIrkarbNþúHbNþal KWGaRs½yelIRbePTénkarbNþúHbNþal nigGñkEdlTTYlykkar 
bNþúHbNþal. PaKeRcInbMput GñkRtYtRtaemIlCaGñkbNþúHbNþalenAnwgkEnøg (on-the-job training) rIÉkar 
bNþúHbNþalminenAnwgkEnøg (off-the-job training) KWbuKÁlikkúñgRkumh‘un b¤RKUbeRgonmkBIxageRkACaGñkdMeNIr 
kar. 

karbNþúHbNþalenAkñúgRkumh‘un CaTMnYlxusRtUvRbcaMéf¶rbs;GñkRtYtBinitüemIlnigbuKÁlik. dUecñH GñkRtYt 
BinitüemIlTTYlxusRtUv CayfaehtucMeBaHplitPaB nigkarbNþúHbNþalGñkeRkambgÁab;rbs;xøÜn. GñkRtYtBinitü 
emIlTaMgenHKYrEtRtUv)aneKbeRgonBIticnicénkarbNþúHbNþald¾l¥. 
BYkeKRtUvEtyl;BIcMeNHdwgnigCMnajEdlcaM )c;kñúgkareFVI[buKÁlikmñak;manRbeyaCn_cMeBaHRkumh‘un. 
GñkbNþúHbNþalKYrEteronbegáItnUveKaledAnigeKal bMNgsMrab;karbNþúHbNþalrbs;xøÜn 
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ehIykMnt;nUvviFIsaRsþEdleRbIR)as;nUveKalbMngTaMgenH edIm,Iman\T§iBleTA elIplitPaBénnaykdæanrbs;xøÜn. 
BYkeKRtUvEtyl;dwgpgEdrGMBIrebobEdlmnusSeBjv½y (adults) eronsURt 
nigBIrebobEdlRtUvTMnak;TMng[)anl¥bMputCamYymnusSeBjv½yTaMgenaH. GaCIvkmµFuntUcnanaRtUvkarGPivDÆ
smtßPaBbNþúHbNþalénGñkRtYtBinitüemIlrbs;xøÜn tamry³bBa¢ÚnBYkeK[eronvKÁsþIBIviFIsaRsþbNþúHbNþal. 
kardak;TunenHnwgeFVI[plitPaBekIneLIg.

manviFIbIbYnkñúgkarcMraj;eRCIsykbuKÁlikbNþúHbNþalsMrab;kmµviFI off-the-job training. Rkumh‘unCa 
eRcIneRbIR)as;buKÁlikkñúgRkumh‘un sMrab;begáItkmµviFIbNþúHbNþalCapøÚvkardl;buKÁlik enAeRkAem:ageFVIkarrbs;BYk 
eK kñúgeBlkic©RbCuMRkumh‘un b¤k¾mñak;mþg² enAÉkarRbCMu (sessions) bNþúHbNþalEdlerobcMTukCamun. manRbPB 
énkarbNþúHbNþalxageRkACaeRcInrYmman TIRbwkSa salabec©keTsnigviC¢aCIv³ kmµviFIGb;rMbnþ sPaBaNiC¢kmµ 
nigRkumGPivDÆn_esdækic©. kareRCIsykRbPBmYyBIxageRkAsMrab;karbNþúHbNþalmanKuNsm,tþinigKuNvibtþiCa 
eRcIn. KuNsm,tþid¾FMbMputKWfaGgÁPaBTaMgenHmanÉkeTsc,as;las;xagticnicbNþúHbNþalEdlCajwkjab;mindUc 
krNIbuKÁlikkñúgRkumh‘uneT.KuNvibtþikñúgkareRbIR)as;GñkÉkeTsbNþúHbNþalmkBIxageRkA KWcMeNHdwgmankMnt; 
rbs;BYkeKBIpliplb¤esvakmµrbs;Rkumh‘un nigtMrUvkarGtifiCn. GñkbNþúHbNþalTaMgenHmancMeNHdwgkan;Et 
TUeTABIkarbMeBjcitþnigtMrUvkarGtifiCn. kñúgkrNICaeRcIn GñkbNþúHbNþalmkBIxageRkAGacGPivDÆcMeNHdwgenH 
ya:gqab;rh½s tamry³eFVI[xøÜnÉgRCYtRCabBIRkumh‘unmunnwgbNþúHbNþalbuKÁlik. KuNvibtþimYyeTOtKWcMnayx<s; 
ebIeFobnwgkarbNþúHbNþalenAkñúgRkumh‘un eTaHbICacMnayx<s;CagenHGacTUTat;)aneTAnwgRbsiT§PaBekIneLIgkñúg 
karbNþúHbNþalk¾eday.

fVIebIeyIgeRCIsykkarbNþúHbNþalBIxageRkAb¤k¾BIkñúgRkumh‘unk_eday k¾karsMxan;KWBnül;bkRsay 
edayRbugRby½tñBIeKaledA nig tMélnanarbs;Rkumh‘un[c,as;las;. 
8> karRKb;RKgkarbNþúHbNþal (Training administration)

eRkayBIerobcMkmµviFIbNþúHbNþal)anRtwmRtUvehIy GñkRtUvRKb;RKgkarbNþúHbNþalcMeBaHbuKÁlikEdl 
eRCIserIsrYc. vaCakarsMxan;kñúgkartamdanemIl[)anR)akdfaetIvaeqøIytbeTAnwgeKaledAEdrb¤eT. xageRkam 
CasMNYrEdlRtUvBicarNamunnwgkarbNþúHbNþalcab;epþIm ³

- TItaMg
- eRKOgCYysMrYl (Facilities)

- PaBGaccUldl;)an (Accessibility)

- pasuxPaB
- brikça
- karkMnt;eBlevla
karykcitþTukdak;x<s;cMeBaHbBaðaTaMgenH nwgnaMeTArkeCaKC½yénkmµviFIbNþúHbNþal. GñkRKb;RKgkmµ 

viFIbNþúHbNþald¾manRbsiT§PaBmñak; KYrEteFVItamdMNak;kaldUcteTAenH ³
1> kMnt;[)anc,as;las;BIeKalbMngrbs;Rkumh‘un
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2> kMNt;nUvesckþIRtUvkarrbs;kmµviFIbNþúHbNþal
3> kMnt;[)anc,as;las;BIeKaledAénkarbNþúHbNþal
4> begáItnUvviFIsaRsþbNþúHbNþáal
5> sMercfaGñkNaKYrykmkbNþúHbNþal
6> sMercfaGñkNaCaGñkRtUveKbNþúHbNþal
7> sMercfaGñkNaCaGñkbNþúHbNþal
8> RKb;RKgkarbNþúHbNþal
9> vaytMélkmµviFIbNþúHbNþal
kareFVItamCMhanTaMgenHnwgCYyGñkRKb;RKgbegáIt)annUvkmµviFIbNþúHbNþalmYymanRbsiT§PaB edIm,IeFVI[ 

manPaBR)akdfaRkumh‘un mansuT§EtbuKÁlikmansmtßPaBehIyrIkrayCamYykargar. enHnwgcUlrYmCaviC¢man 
cMeBaHlT§plcugeRkay.
9> karvaytMélelIkarbNþúHbNþal (Evaluation of Training) 

karvaytMélelIkarbNþúHbNþal KYrEtvaytMélelIkarbNþHbNþal[)aneRcIndgeBlkMBugdMeNIrkar. 
kMnt;[)annUvkarlUtlas;eTAmux (milestones) enAeBlGñkGPivDÆn_karbNþHbNþal. KYrEtvaytMélbuKÁlik 
edayeFVIkareRbobeFobnUvCMnajEdlBYkeKRtUvkar naeBlfµI² nigCMnajEdlkMnt;edayeKaledAénkmµviFIbNþúH 
bNþal. KYrkt;sMKal;PaBminRsbKñaedayGenIøNamYyEdlekItman ehIyeFVIkarEksMrYl edIm,I[vaeqøIytbeTAnwg 
eKaledACak;lak;. kmµviFIbNþúHbNþalCaeRcInbraC½y edaysarEtGñkRKb;RKgmineFVIkarvaytMélelIkarrIkcMerIn 
rbs;varhUtdl;hYseBl. karvaytMéltameBlevlakMnt;nwgmineFVI[karbNþúHbNþalXøatcakBIeKaledArbs;va 
eLIy.
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5karksagTMnukcitþdl;buKÁlik
(Building Employee Trust)

k> esckþIeTogRtg;
x> PaBRtwmRtUv 
K> briyakasnItikmµ 
X> GñkRKb;RKgbuKÁlik

viFImanRbsiT§PaBbMputkñúgkarksagTMnukcitþelIkEnøgeFVIkargar KWeFVIkarCamYyKña. KµaneRKOgbMPan;b¤bnøMd¾ 
man\T§iBl (magic gimmicks) b¤dMeNaHRsayd¾samBaØNaepSgBIenHeToteT. TMnukcitþminGacekItmaneday 
sarebovtSr_hYsRbmaN dMeNIrkMsanþBicnicd¾FM b¤k¾l½kçx½NÐkargard¾Gs©arüenaHeT KWvaekIteLIg)antamry³ 
kareFVIkargarCaRkum (teamwork)edayPaBesµaHRtg;nigyutþiFm’. eTaHbICaTMnukcitþnigplitPaB KWCabBaðasµúRK 
sµaj ehIyRKan;CaEpñkénTMnak;TMngrvagKñanigKñak¾eday k¾manlkçN³3eTothak;dUcCaman\T§iBlCaviC¢man 
cMeBaHTMnukcitþeTAelIGaCIvkmµFuntUc² ³

1> GñkRKb;RKgEdlCam©as;muxCMnYjtUc²man
citþTUlay 
nigesµaHRtg;GMBIRbtibtþikarRbcaMéf¶rbs;Rku
mhu‘n.

2> GñkRKb;RKgEdlCam©as;muxCMnYjtUc²yl;
RBmcMeBaHeKalneya)aybuKÁlik.

3> GñkRKb;RKgEdlCam©as;cMNayeBlevlaeRcInGenk edIm,IykcitþTukdak;cMeBaHTMnak;TMngCamYynig 
buKÁlikeFVIkarkñúgRkumh‘un.

1> esckþIeTogRtg; (Honesty)

karlak;Gaf’kM)aMgbgá[mankarsgS½y. enAeBlNak¾edayEdlBt’manmankarlak;elomeRcIn karbk 
Rsaykan;Etxus. bsidækmµ (improvement) KuNPaBsrub KWEp¥kelIeKalKMnitEdlfa GñkeFVIkarxVl;xVay 
eRcIndUcGñkRKb;RKgEdrGMBIeCaKC½yrbs;GaCIvkmµxøÜn . karsikSaBImuxCMnYjtUc²bgðajfa buKÁlikmanTMenareTArk 
karvaytMélRCuleTAelIR)ak;cMenjfaeRcInsn§wksn§ab;. karsikSadEdlenHk¾bBa¢ak;Edrfa eBlbuKÁlik)andwgBIr )
aykarN_hirBaØvtßúBit² buKÁlikTaMgGs;k¾TTYlsÁal;karRKb;RKgR)ak;cMNUlenaHedaysµ½RKcitþ. 
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eBlEdlmankarsgS½yBIBt’manGVImYyBIsMNak;buKÁlik cUrbkRsay[BYkeKsþab;eRBaHkarniyayeday 
PaBminc,as;las;rbs;BYkeK CH\T§iBlGaRkk;dl;xøÜnGñk. xageRkamenHCaviFIxøH²edIm,IecosvagbBaðaenH ³

- cMNayeBledIm,IniyaycrcaCamYybuKÁlikrbs;Gñk
- RtUvdwgfaBYkeKkMBugKitBIGVI
- rk[eXIjfaBYkeKcg;dwgBIGVI nigR)ab;BYkeKenAeBlNaEdlGac
- kuMR)ab;EtBIcMnucl¥²
- [»kasdl;buKÁlikpþl;CaBt’man sMnYr nigsMNUmBr.

2> PaBRtwmRtUv (Fairness)

PaBRtwmRtUvmancab;taMgBIPaBminpøas;bþÚr(consistency)kúñgskmµPaBeFVIkarrbs;buKÁlik nigkarGnuvtþn_ 
TIpSard¾smRsb rhUtdl;epSg²EdlRKb;RKgkEnøgeFVIkar. 

eKalKMniténdMeNIrkard¾RtwmRtUvenH tMrUv[GaCIvkmµtUcmYYyeKarBnUvvin½yk,Ünc,ab;nigeKalneya)ay 
rbs;xøÜn. cat;TukbuKÁlikesµI²KñaeBlmanbBaðarvagbuKÁliknigbuKÁlik. buKÁliknimYy²KYrman»kasesµI²KñaedIm,I 
eFVIkar[Gs;BIlT§PaBrbs;BYkeK. karsMerccitþcMeBaHkarpþl;rgVan; kartMelIgzan³ nigkarlUtlas;eTAmux KYrEtg 
EtEp¥kelIkarRbtibtþikargar ehIykarRbtibtþikargarKYrRtUv)anbBa¢ak;[)anlMGitenAkñúgkarerobrab;BIkargar. enA 
eBlEdlkarRbtibtþikargarmanPaBesµIKñakñúgcMenambuKÁlikehIy eKKYEteRbIR)as;nUvPaBeFVIkaryUrCag (seniority) 

edIm,Ipþl;GtßiPaBdl;BYkeK. 
KnøwHsMxan;kñúgTMnak;TMngkargarEdll¥KWkarRKb;RKgkarR)aRs½yTak;TgKñakñúgRkumhu‘n. karR)aRs½yTak; 

TgKñaPaKeRcInbMputnwgmanlMhUrCabTbBa¢anigkarENnaMeTAkan;buKÁlik. ya:gNak¾eday karR)aRs½yTak;TgKña 
¬RBmTaMgPaBeTogRtg;nigPaBRtwmRtUv¦KwCadMeNIrkarpøÚvBIr (two-way process). nieyaCitnanaBi)aknwgkøayCa 
GñkeFVIkarkñúgRkumd¾v½yqøatnigsaTrNas; RbsinebIBYkeKmin)andwgBImUlehtuEdlenABIeRkaybTbBa¢a nigkarEN 
naMeTenaH. ehIyk¾sMxan;pgEdrkñúgkarpþl;[nieyaCitnUv»kascUlrYmCaKMnit nigmtieyabl; munnwgGñkRKb;RKg 
EdlCam©as;Rkumh‘uneFVIsMerccitþ. enHKWCakarbEnßmesckþIéføfñÚr nigGtßn½ydl;kargarkñúgkaremIleXIjrbs;nieya- 
CitPaKeRcInbMputnigRKYsarrbs;BYkeK. 

karR)aRs½yTak;TgKñarYmman karR)ab;buKÁlikBIkargarEdlBYkeKkan;kab; rebobEdlmuxCMnYjkMBugdMeNIr 
kar nigkarGPivDÆn_EpnkareTAGnaKt. kartbmkvij (feedback)CaGviC¢manGaccM)ac;enAeBlxøH b:uEnþkartbmk 
vijCaviC¢manKYrEtCa]bkrN_dMbUgeKsMrab;begáItTMnak;TMngl¥rvagmnusS. kuMePøcfabuKÁlikKWCamnusSehIyBYkeK 
nwgrkeXIjGvisSasPaB (insincerity¦. BYkeKnwgeqøIytbcMeBaHkic©RbwgERbgEmnETnkñúgkarcat;TukBYkeKfa 
CamnusSeBjv½yEdlmankarTTYlxusRtUv. rebobTak;TgKñaminsaMjaMumYycMnYnEdlbegáInkarR)aRs½yTak;TgpøÚv 
BIr rYmman ³

- karRbCMuRtYtBinitüelIkargarRbtibtþiCaRbcaM ¬erogral;3Exmþg¦
- kþarbiTRbkas (Bulletin boards)

- RbGb;sMbuRtsMNUmBr (Suggestion boxes)
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- RBwtþb½Rt (Newsletters)

- karRbCuMCMhrCaeTogTat; (Regular open meetings)

3> briyakasnItikmµ (The Legal Environment)

muxCMnYjtUc²dMeNIrkarenAkñúgbriykasRsbc,ab;d¾sµúRKsµajmYyEdldak;kMritCaeRcIneTAelIkarRbkaseR
CIserIs karcMraj;erIsykkarrkkargar[eFVI nigkarGnuvtþn_cMeBaHbuKÁlikepSg²eTot. c,ab;GacbBa¢ak;GMBIGVIEdl 
RtUvkar GVIEdlGacTTYl)an nigGVIEdlRtUvhamXat;. ral;RbB½n§RKb;RKgbuKÁlikRtUvEtBicarNaBIlkçnþik³ 
(statutes)EdlBak;B½n§eTAnwgbBaðaTaMgGs;enH.
4> GñkRKb;RKgbuKÁlik (Personnel Manager)

muxCMnYjtUc²CaeRcInminGacéllkrk)annUvGñkÉkeTsmñak;EdleFVIkareBjema:g edIm,IedaHRsaybBaða 
FnFanmnusS)aneT. eTaHbICaya:gNak¾eday enAeBlGaCIvkmµmankarrIkcMerIn rcnasm<½n§rbs;vakan;EtsµúRKsµaj 
ehIybBaðabuKÁlikkan;EtekIneLIgTaMgcMnYnnigcMnay. cMnucCak;lak;énmuxCMnYjRbePTenH KWvaeTACabgðaj[eXIj 
fa eKcaM)ac;RtUvkarGñkRKb;RKgbuKÁlikeBjb¤eRkAema:g. lkçN³EdlbgðajPaBcaM)ac;enH rYmman ³

1> Rkumh‘unmanbuKÁlikCag 100nak;.
2> shCIBCaGñktMnag[buKÁlikTaMgenaH.
3> karpøas;bþÚrbuKÁlikmankMritx<s;Nas; ¬nigéfø¦.
4> tMrUvkarcMeBaHkMlaMgkargarEdlmanCMnajb¤CMnajxøH² bgábBaðadl;karRbkaseRCIserIsb¤k¾karcMraj; 

eRCIserIs.
5> Twkcitþ (morale) buKÁlikTab.
6> mankarRbkYtRbECgdeNþImbuKÁlikl¥²enAelITIpSar.
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6bsidækmµplitPaBkargar
(Productivity Improvement)

k> KuNPaBénCIvitkargar
x> plRbeyaCn_EdlGacbt;Ebn)an
K> karvas;EvgplitPaB
X> karRbfuyRbfannwgbMlas;bþÚr 

GñkGacKiteTAdl;karmanbuKÁlikCaCagkarRbkYtRbECg k¾b:uEnþRkumh‘unGñkenAEteFVI[manticCag ehIy 
cMeBaHGñknwgmankarGak;Gn;citþEdlbuKÁlikmanTinñplTab eTaHbICaGñkpþl;R)ak;Ex[BYkeKeRcInCagkarRbkYt 
RbECgk¾eday. karRsavRCav nigkrNIsikSaBIplitPaBbgðajfa karCMrujTwkcitþnigkareBjcitþénGñkeFVIkarEdl 
ekIneLIg GaceFVI[TinñplkargarekIneLIgEdr. sBVéf¶enH GñkRKb;RKgEdleCOnelOnnigTMenIbsMerc)anKuN 
RbeyaCn_ BIplitPaB CamYynwgrebobRKb;RKgFnFanmnusSEdleTAhYskarelIkTwkcitþ.

karENnaMenHBiPakSanUvmeFüa)aybegáInTinñplkargartamry³karelIkTwkcitþnUvKuNPaBénTsSnaTan 
CIvitkargar (quality of work life concepts) nigtamry³pþl;plRbeyaCn_tamtMrUvkarrbs;buKÁlik. kar 
cMnay³ karRKb;RKgFnFanmnusSRbEhlCamincMNayeRcInCagkarpøas;bþÚrbuKÁlik ¬karCYlnigkarbNþúHbNþal 
buKÁlikfµi¦ kartMelIgR)ak;ExKµanmUldæan nigplitPaBeT. plRbeyaCn_ ³ plitPaBkan;Etl¥ GñkeFVIkaresµaH 
Rtg;nigmanRbsiT§PaB KuNPaBkargarkan;Etx<s; nigPvnIyPaBKg;vgSénGaCIvkmµekIneLIg.

sar³sMxan;énkarelIkTwkcitþnigRbsiT§PaBrbs;buKÁlik KWCalkçN³EdlRKb;RKgelIBYkeK. TMnak;TMng 
edaypÞal;Kg;enAkñúgkarRKb;RKgd¾manRbsiT§PaB ¬eBalKWpþl;nUvbriyakaskargarmYyEdlsMerc)annUveKaledA 
rbs;Rkumh‘unnigbuKÁlikkñúgeBlCamYyKña¦ nigkarRKb;RKgFnFanmnusSd¾TMenIb.

eCaKC½yénkarRKb;RKgrbs;Gñkvinicä½ytamry³CMnaj nigcMeNHdwgrbs;GñkkñúgkarTTYlsÁal;nig)a:n;sÞg; 
emIlBIbBaðaTaMgLayEdleFVI[buKÁlikxVl;xVay nigtamry³lT§PaBrbs;GñkkñúgkaredaHRsaykgVl;TaMgenHeday 
karCYynigkarbMeBjcitþbuKÁlik.

- etIbuKÁlikGñkdwgBIrebobEdlGñkvinicä½ynigvas;sÞg;BIkarRbtibtþikargarrbs;BYkeKeT?
- etIGñkCMruj nigpþl;nUvkarGPivDÆn_dl;buKÁlikmñak;²edaykmµviFIbNþúHbNþal nigGb;rMEdrb¤eT?
- etIGñkeCOCak;elIbuKÁlikrbs;Gñk nigBWgEp¥kelIcMeNHdwgrbs;BYkeKEdrb¤eT?
- etIGñkGnuBaØati[buKÁlikrbs;GñkeFVIkarsMerccitþEdrb¤eT?
- etIGñkmankarR)aRs½yTak;TgpøÚvBIrEdlkMnt; RtwmRtUv nigTUlMTUlayCamYybuKÁlikrbs;GñkEdrb¤eT?
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RbsinebIGñkeqøIyfaeTcMeBaHsMnYrTaMgenH GñkRbEhlCaGñkRKb;RKgEpñkFnFanmnusSEdleKmineBjcitþ 
eLIy ehIyman ¬b¤nwgman¦ bBaðaBIplitPaBrbs;buKÁlik. 
1> KuNPaBénCIvitkargar (Quality of Work Life)

edIm,ITTYl)ankarRbtibtþikargarmanKuNPaBx<s;BIbuKÁlikrbs;Gñk KWGaRs½yelIkarpþl;»kasdl;BYkeK 
sMrab;karlUtlas;pÞal;xøÜn karTTYleCaKC½y TMnYlxusRtUv karTTYlsÁal; nigkarpþl;rgVan;. R)ak;ebovtSr_ 
KWCargVan;nigtMrUvkardMbUg. eBlEdltMéltbsñgRtUv)anbegáItedayÉkPaBKñaehIy caM)ac;RtUveRbIviFIepSgeTot
kñúgkarelIkTwkcitþ nigbegáInTinñplkargar. mUldæanénkic©RbwgERbgCMrujkargarKWkarTTYlsÁal;rbs;GñkBIbMng 
buKÁlikEdlcg;eFVIkargarl¥ TTYlxusRtUv sMerc)an nigTTYleCaKC½y.  

karpøas;bþÚrEdlRtUvBicarNakñúgkarbegáItnUvKuNPaBénbriyakasCIvitkargarrYmman ³ 
BI ³ karerobrab;lMGitBIkargarCamYyParkic©Cak;lak; nigkarENnaMminecHERbRbYlcMeBaHrebobeFVIkargar
eTAdl;³ karRbKl;kargarepSgKña nigbt;Ebntamkal³eTs³EdlbeNþay[manniy½tkmµ PaBepSgKña 
nigkarl,gcMenHxøÜn. 
BI ³ rcnasm<½n§énkarbBa¢aBIfñak;elIdl;fñak;eRkam GñkRKb;RKgsMerccitþ nigGñkRtYtBinitücat;Ecg 
eTAdl; ³ karBak;B½n§rbs;buKÁlikkñúgkareFVIEpnkar/ karsMerccitþ nignItiviFIRbtibtþikargar. 
BI ³ bNþajénkarR)aRs½yTak;TgKñatamzananuRkm 
eTAdl; ³ karR)aRs½yTak;TgKñapøÚvBIredaypÞal;nigqab;rh½s. 
BI ³ karENnaMBIkargarenAnwgkEnøgEdl)ankMNt; (Limited on-the-job instruction)

eTAdl; ³ »kasénkarGPivDÆn_Gb;rMnigGaCIB nigkarbNþúHbNþalEdleCOnelOneTAmux
BI ³ ÉkeTskmµkargar (job specialization) kñúgParkic©mYy 
eTAdl; ³ esrIPaB (leeway)EdlGnuBaØati[buKÁlikbMeBjParkic©)aneRcInedayeRCotERCkRbePTÉkeTskmµ 
(lines of specialization)

BI ³ karvaytMélkargarEdlmineTogTat;nigminc,as;las; 
eTadl; ³ bTdæanRbtibtþikargartameKalbMngCamYynwgviFankarN_EdlRKb;RKgya:gsmRsb. 
BI ³ suvtßiPaBnigl½kçx½NÐsuxPaBEdleFVsRbEhsnigminykcitþTukdak; 
eTAdl; ³ l½kçx½NÐkargarEdls¥at mansuvtßiPaB nigsuxPaB

ticnicénKuNPaBCIvitkargarKW eFVI[Cab;Bak;B½n§nwgbuKÁlik edayEbgEcknUvTMnYlxusRtUv nigsiT§iGMNac 
kúñgkarRKb;RKgdl;buKÁlik. 
2> plRbeyaCn_EdlGacbt;Ebn)an (Flexible Benefits)

karcMnayelItMéltbsñg dUcCaR)ak;ebovtSnigplRbeyaCn_ KWCaEpñkd¾FMmYyénkarcMNayRbtibtþi k¾b:uEnþ 
plitPaBkargarenAEtGacFøak;cuHkñúgcMeNambuKÁlikEdlTTYlplRbeyaCn_eRcIn. buKÁlikpþl;RbeyaCn_dl;Rkum 
h‘un edaysarR)ak;ebovtSr_smRsbCab;Tak;Tgdl;karRbtibtþikargar. edayminsmnwgekItmaneLIgesaH min 
Emn suT§EtbBaðaTaMgGs;énkarelIkTwkcitþ nigplitPaBkargaredaHRsay)anedaykartMeLIgR)ak;ebovtSr_nigzan³ 

Chuon Samnang           Page 30 of 46



Build Bright University    Human Resource Management

enaHeT. vamincaM)ac;eTkñúgkarEksMrYlR)ak;ebovtSr_[hYsBIkritTIpSard¾smRsbenaH. karpþl;plRbeyaCn_edIm,I 
bMeBjnUvtMrUvkarCak;lak; KWCaticnicmYyénKuNPaBCIvitkargar. vaCaviFImYyEdleFVIGtibrmakmµdl;tMélcMnay 
Blkmµ nigdl;R)ak;cMnUlBItMélenH edaymincaM)ac;begáInkarcMNayd¾FMTUlayenaHeT. edaykarxitxMRbwgERbg 
CaBiessedIm,IbMeBjtMrUvkarbuKÁlikmñak;² GñkRtUvBRgwgtMélelIkTwkcitþénplRbeyaCn_EdlGacbt;Ebn)an. 

Ca]TahrN_ GñkGackat;bnßykarpøas;bþÚrbuKÁlikEdlmincg;)an nigcMnayelIkarRbkaseRCIserIs CYl 
nigbNþúHbNþal edaybEgVrkarcMnayenHeTArkSaTukbuKÁlikEdlmanbTBiesFn_. GñkGacelIkTwkcitþbuKÁlikmñak; 
[begáInplitPaB edaypþl;»kascMeBaHkar GPivDÆn_GaCIB ¬karbNþúHbNþalb¤k¾karGb;rMkñúgsala¦. TnÞwmnwwgenH 
GñkeFVI[CMnajbuKÁlikRbesIreLIg nig TTYlsÁal;nUvtMélnigbMngR)afñarbs;buKÁlik. plRbeyaCn_Edlpþl;
[buKÁlikGacmantMéldUckartMelIgR)ak;ebovtSEdr eRBaH ¬1¦ vaRbEhlmantMélticCagkarrMeCIbrMCYl nigplit 
PaBkargarEdlfycuH nig ¬2¦ vaRbEhlmantMélTabCagkartMelIgR)ak;ebovtSr_EdlGacpÞwmKña)an. 

Gayu karGb;rM bTBiesaFn_kargar karbMeBjkargar sßanPaBRKYsar (marital status) nigTMhMRKYsarKW 
Caktþavinicä½y EdlkMNt;nUvRbeyaCn_ (utility) nigPaBTak;TajplRbeyaCn_. plRbeyaCn_xus²Kña RtUvnwg 
citþmnusSxus²KñaEdr. tMrUvkarrbs;mnusSral;rUbmanlkçN³xus²Kña. buKÁlikekµg²GacelIkTwkcitþ)aneday[ 
eRbIR)as;Lanrbs;Rkumh‘un. buKÁlikcas;²Gaccg;)anzan³tYnaTI b¤ smaCikPaBkúñgsmaKmNamYy. bBa¢Ipl 
RbeyaCn_buKÁlikEdlGacman nigkarsMurbs;BYkeK KWesÞIrEtminGackMNt;)an. edIm,ITTYl)antMélx<s;bMput 
GñkRtUvEtpþl;plRbeyaCn_cMeBaHkargar nigGVI²EdltMrUv[man RBmTaMglT§PaBEpñkhiBaØvtßúrbs;Rkumh‘unGñk. 

cUrKitBIrebobEdlGñkGaceRbI)annUv ³
- kmµviFIsnSMmunbg;Bn§
- kmµviFIkMsanþ
- karcuHPaKry
- GaharrUbkrN_
- EpnkarhirBaØvtßúpÞal;xøÜn
- R)ak;kMcI
- karRbKl;R)ak;QñÜlsalamkvij
- EbgEckplcMeNj
- LanRkumh‘un
- KNnIcMNaypÞal;xøÜn
- karGnuBaØatisiT§[ctrfynþ
- CMnYyRsbc,ab;
- visSmkalbEnßm
- karEfrkSakUn
- zan³kargar
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- smaCikPaBénsmaKmviCaCIv³ b¤BaNiCkmµ
- kareFVIdMeNIr.
plRbeyaCn_TaMgGs;enHminRtwmEteFVI[buKÁlikeBjcitþeT EfmTaMgeFVI[eKdwgnUvkgVl;rbs;GñkedIm,IeqøIy 

tbnwgtMrUvkarTaMgenH edaybegáItbriyakaskargarEdlcUlrYmcMENkdl;karbegáInnUvplitPaBkargareTotpg. 
GñkRtUvEtTTYlsÁal;nUvbBaðaplitPaBkargar nigtMrUvkarrbs;buKÁlikedIm,I[GñkGacpþl;nUvplRbeyaCn_smRsb 
tamsPaBkarN_.
sMBaFénR)ak;ebovtSr_ (Salary compression)

elakra:lhV (Ralph) KWCabuKÁlikmñak;manbTBiesaFn_. GñkKitfaKat;CamnusSl¥ b:uEnþKat;kMBugt¥ÚjEt¥rfa 
R)ak;ebovtSr_rbs;Kat;minRKb;RKan;eT. Gñkq¶l;ehIyxwg eRBaHGñkeTIbtMelIgR)ak;Ex nigbriyaTanénCIvPaB (cost 

of living) dl;Kat;kalBImYyExmunenH ehIyR)ak;ExenHeTotesatmanlkçN³RbkYtRbECgpg. elakra:lhV 
hak;dUcCarmilKuN ehIyTinñplkargarFøak;cuH. bnÞab;BIcrcaKñaCamYyKat;mk GñkdwgfaKat;cg;[Gñkpþl;R)ak;Ex 
[Kat;eRcInCagelakGid (Ed) EdlCabuKÁlikfµI. Gñk)anCYlralhVBIrqñaMehIy edaypþl;[Kat;62>000duløar 
kñúgmYyqñaM. \lUvenH Kat;TTYl)an ;68>500duløar. b:uEnþelak Ed EdleTIbEt nwgCYlmkkñúgtMél56>000duløar 
b:ueNÑaH. elak Ralph KitfaKat;KYrEt)aneRcInCagenHsMrab;bTBiesaFn_2qñaMrbs;Kat; ebIeFobnwgelak Ed 

EdlekµgCag ehIyKµanbTBiesaFn_.
GñkdwgfaR)ak;ExdMbUg (starting salary) )anekIneLIgya:gel;OnCagkartMelIgR)ak;ExCaeTogTat;. 

buKÁlikmanbTBiesaFn_ b¤cMenHdwgEdleFVI[Tak;Taj KWmankarRbkYtRbECg. lT§pl ³ PaBxusEbøkKñakñúgkarpþl; 
R)ak;ebovtSr_)ankøayCaticeTA² rvagbuKÁlikmanbTBiesaFn_eRcIn nigbuKÁlikmanbTBiesaFn_tic. enHeKehAfa 
sMBaFénR)ak;ebovtSr_.

buKÁlikmanbTBiesaFn_rbs;GñkmincUlcitþvaeT. BYkeKnwgRbtikmµtbmkvijCaGviC¢man edayBnüWtkar 
gar nigEsVgrknUvkargar kartMelIgzan³ b¤kartMelIgR)ak;ExmYyepSgeTot. enAkñúgsßanPaBenH GñkGacTTYl 
sÁal;nUvbTBiesaFn_ karkan;muxtMEng (tenure) nigtMélrbs;elak Ralph CamYynwgplRbeyaCn_Gacbt; 
Ebn)an.

kareRbIR)as;ticnicénKuNPaBCIvitkargaredIm,IelIkTwkcitþnigpþl;rgVan;dl;buKÁlik GacCalT§pleFVI[man 
KuNRbeyaCn_BIplitPaB. CakarBit eKaledAcugeRkayKWsMerc)annUvlT§plx<s;bMputBIkic©RbwgERbgticbMput 
R)ak;cMenjeRcInbMputBIkarcMnayticbMput Tinñpl (output) FMbMputBIGVI²Edldak;bBa©Úl (input)ticbMput. edIm,I 
eFVIkareq<aHeTArkeKaledAenH GñkRtUvEtdwgfaetIRkumh‘unGñkpþl;plya:gdUcemþc. ehtudUecñH GñkRtUvEtkMnt;[ 
c,as;las; nigvas;EvgplitPaBsMrab;kareRbobeFobenAeBlxøH.
3> karvas;EvgplitPaB (Productivity Measurement)

karkMnt;[c,as;las; nigviFIvas;EvgplitPaBmanlkçN³xusKña. viFICamUldæanmYyedIm,IbBa¢ak;BIplit 
PaB KWplitPaBesµInwgTinñplEcknwgGVI²Edldak;bBa©Úl eBalKWplitPaBCapleFobrvag output nig input. 
eKvas;brimaN output edayTwkéd (workmanhip)karminlHbg;nUvbTdæankargar nigPaBKµankart¥ÚjEt¥r. 
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eKvas;brimaN input edaytMélBlkmµ em:ageFVIkar nigcMnYnbuKÁlik. edIm,ITTYlplRbeyaCn_ karvas;EvgTaMg 
enHRtUvEtmanlkçN³samBaØ nigmankarÉkPaBKñatamEdlGaceFVIeTA)an.

viFIsaRsþvas;EvgplitPaBEdlsamBaØniggayyl;KW eFVIRbmaNviFIEckcMnUllk;srub (output in 

dollars) nigkarcMnayTUrTat;srub (input). eKTTYl)ankarekIneLIg nigtMélCasV½yRbvtþi Etya:gNak¾eday 
GñkRtUvEtEksMrYlrkGtiprNa (inflation). edIm,IeRbobeFobrgVas;plitPaBkñúgqñaMxus²Kña  cUrerIsykqñaMmUldæan 
(base year)nigpþl;snÞsSn_ (index) 100[va. bnÞab;mk GñkKitelxpleFob (Ratio) rvagkarTUrTat; 
nigkarlk; ehIyCamYynwgcMnYnenaH cUrKNnasnÞsSn_ nigeRbobeFobkareLIgcuHénsnÞsSn_TaMgBYg.
]bmadUcxageRkam ³
Year                            xxx1           xxx2                xxx3
Total Sales               $500,000    $550,000        $610,000
Compensation          $247,500     $275,000       $302,500
Ratio                       2.02            2                    2.02
Index                      100             99                  100

cUrKNnasnÞsSn_edayKuNpleFobTinñplsMrab;qñaMNamYYy (given year)nwg100 rYcEcklT§plenaHnwgpl 
eFobTinñplqñaMmUldæan. eyIg)an ³                     100 x 2             200

               xxx2 Index of Productivity =__________ = ________ = 99.00
                                                            2.02                2.02

tYelxenHKWCasmµitkmµ nigminTan;EksMrYlrkGtiprNa b:uEnþvabgðajfaplitPaB)anFøak;cuHenAkñúgqñaM 
xxx2 ebIeFobnwgqñaMmUldæan xxx1 nigbgðajfaplitPaBkñúgqñaM xxx3 eTACaekIneLIgvij ebIeFobnwgkMriténqñaM 
mUldæan xxx1.

b:uEnþGñkmanbuKÁlik10nak;kñúgqñaM xxx1nig xxx2 nig 11nak;kñúgqñaM xxx3.  dUecñHGñkGacvas;)anpgEdr 
nUvTinñpl ¬karlk;¦énplitPaBcMeBaHem:ageFVIkar. snµt;fa buKÁlikmñak;²eFVIkar40em:agkñúgmYys)þah_én2>080 
em:agkñúgmYyqñaM.
                            xxx1             xxx2                xxx3
Total Sales            $500,000      $550,000         $610,000
Hours Worked       20,800          20,800             22,880
Ratio                    24.04            26.44               26.66
Index                       100            109.9               110.9

snÞsSn_enHbgðajfakarlk;eFobnwgem:ageFVIkarkñúgqñaM xxx2 eRcInCagkñúgqñaM xxx1ehIydUcKñaEdr karlk; 
kñúgqñaM xxx3 eRcInCagTaMg kñúgqñaM xxx1nigqñaM xxx2. plitPaBkargar)anekIneLIg.  etIbuKÁlikfµImantMélya:g 
dUcemþc?

edayeRbIR)as;plEckrvag output nig input GñkGacvas;skmµPaBNamYy nigbuKÁlikNamñak;. eKGac 
vas;plitPaBrbs; typistmñak;edaycMnYnTMB½r nigGñklk;mñak;edaycMnYnénkarehATUrs½BÞBIGtifiCn b¤brimaNlk;. 
enAeBlsMerccitþvas;Evgya:gNa nigBIGVI cUrGñkBicarNafamnusSmñak;eFVIGVIxøH l¥ya:gNa )anb:uNÑanigjwkjab;b¤ 
eT.

snÞsSn_vas;EvgnUvkMeNIn nigtMhyénplitPaBEdlcg¥úlbgðajnUvkarERbRbYlxagkarRbtibtþikargar 
rbs;Rkumh‘unGñk. GñkRtUvkarrgVas;TaMgenH edIm,I[Gñk ³
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1> GackMnt;)annUvbNþaeKaledA nigGtßiPaBTaMgLay
2> dwgfaetIGñkQrenATItaMgNa
3> RtUv)aneKelIkTwkcitþedaymUlehtusmRsbnanatamcMnYn minEmnmenaseBa©tnaeT nig
4> manmUldæanrYménkarR)aRs½yTak;TgCamYynwgbNþabuKÁlik FnaKarik nigTIRbwkSa.

4> karRbfuyRbfannwgbMlas;bþÚr (Chancing change)

cMeBaHRkumh‘unCaeRcIn karRBmGnuvtþn_tamticnicKuNPaBénCIvitkargar nigkarRKb;RKgRbeyaCn_Edl 
bt;Ebn)an Gacpøas;bþÚrviFIEdlGVI²TaMgLayRtUveFVI. vaBi)ak nigRbkbedayeRKaHfñak;kñúgkareFVIbMlas;bþÚrTaMgenH 
Etya:gNak¾eday karpøas;bþÚrEbbenHminRtwmEtGaccaM)ac;b:ueNÑaHeT EfmTaMgCaPaBxusKñarvagRkumh‘unEdl 
RbkYtRbECg nigRkumh‘unEdlminRbkYtRbECgpgEdr. bTBiesaFn_)anbgðajfaedaymankarBieRKaHeyabl; 
kareRKagEpnkar karbNþúHbNþal nigkarGnuvtþn_d¾smRsb TsSnaTanRKb;RKgFnFanmnusSEdlbBa©ÚlrebobfµI 
nwgkøayCabTdæansMrab;karRKb;RKgd¾manRbsiT§iPaB.
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7>karepÞrkargarnigTMnYlxusRtUv
(Delegating Work and Responsibility)

k> etIsiT§iGMNacmanb:uNÑa?
x> etIGñkRbKl;siT§iGMNaceTA[GñkNa?
K> karbBa¢ak;bkRsayBIkarepÞr 
X> rkSakarRtYtBinitü 
g> karbgVwkbuKÁlikrbs;Gñk 
c> GnuBaØat[buKÁlikeFVIkar     

karepÞrkargar TMnYlxusRtUv nigsiT§iGMNacenAkñúgRkumh‘unmYyKWBi)ak eRBaHvaCakarGnuBaØati[GñkepSg 
eFVIkarsMerccitþkñúgkarcMNayfvikarbs;GñkRKb;RKgCam©as;. ya:gehacNas; GñkKYrEtepÞrsiT§iGMNac[RKb;RKan; 
sMrab;eFVIkargar nigGnuBaØati[GñkCMnYykarmankMnitpþÜcepþIm nigeFVi[RbtibtþikarenAEtdMeNIreTAmuxeBlEdlGñk 
Gvtþman. 

karENnaMenHBiPakSaBIkarRtYtRtaGñkTaMgLayNaEdlmanTMnYlxusRtUvnigsiT§GMnac nigBIkarbgVwkBYkeK 
[manbsidækmµedayxøÜnÉg. vasgát;F¶n;BIsar³sMxan;énkarGnuBaØati[GñkCMnYykarEdlmansmtßPaBeFVIkartam 
rebobrbs;eKpÞal; CaCagkarTTUccg;[eKeFVIkardUcrbobGñkRKb;RKgCam©as;eFVIenaHeT. karepÞrkargar nigkarTTYl 
xusRtUvRbEhlCakargarBi)akbMput EdlGñkRKb;RKgEdlCam©as;RtUvEteron. GñkRKb;RKgxøHminEdleFVIdUcenHeT. 
BYkeKTTUccg;eFVIkargarnigedaHRsaybBaðaedayxøÜnÉg. GñkxøHfaEtmat;b:ueNÑaH ehIykarBitenAEtsMercGIV²eday
xøÜnÉg. BYkeKpþl;[GñkCMnYykarnUvTMnYlxusRtUvCaeRcIn b:uEnþmansiT§iGMNacbnþicbnþÜcb¤k¾KµanTal;EtesaH. 

1> etIsiT§iGMNacmanb:unNa? (How much Authority?)

siT§GMNacCaeRbg\n§n³EdleFVI[ma:sIunedIreTAmux enAeBlEdlGñkepÞrkargarnigTMnYlxusRtUv. vasYrfa³ 
etIvisalPaBb:uNÑa EdlGñkGnuBaØti[mnusSmñak;epSgeTotmksMerccitþkñúgkarcMNayfvikarbs;Rkumh‘unGñk? sMnYr 
enHmingayRsYleqøIyeT,Iy. CYnkalGñkRKb;RKgEdlCam©as;RtUvEtrkmeFüa)ayedaHRsayva enAeBlKat;yl; 
RsbdUcEdlelakfmR)asWr (Tom Brasser) eFVI. emaTnPaBrbs;Kat;cMeBaHkMBUlburseFVI[lM)aksMrab;Kat;kñúg 
karEbgEcksiT§GMnac. Kat;)anBüayameFVI b:uEnþKat;Rsgakcitþ EdlkarepÞrrbs;Kat;minl¥dUcKat;KiteLIy. éf¶ 
mYy enAeBlEdlKat;Rtlb;mkBIdMenIrCMnYjCaelIkdMbUgry³eBlxøI elak Brasser )anedIrecjBIkariyal½y 
rbs;Kat;edayxwgsM)arya:gxøaMg. Kat;)anRKvIRkdasbBa¢IR)ak;ExmYyKMnr rYcERskya:gxøaMgfa { etInrNaEdl 
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Gnum½tR)ak;bMNac;elIsema:g (overtime) TaMgGs;enH enAeBlEdl´enAq¶ay? } { ´eFVIva } RbFanplitkmµ 
eqøIytb.

edayeXIjfa buKÁlikTaMgGs;gakmkemIlKat;ERskGMBIGVI elak Brasser TMlak;sMelgcuH. Kat;k¾edIr 
cUleTAkñúgkariyal½yvijedaynaMRbFanplitkmµeTACamYypg. enATIenaHKat;R)ab;RbFanplitkmµfa { elakman 
esckIþkøahanGnuBaØati[manR)ak;bMNac;elIsema:g. enHenAEtCaRkumh‘unrbs;´ ehIy´nwgsMerccitþfaetIeyIgnwg 
eRbItMélbEnßm(extra costs)GVI. elakdwgc,as;ehIy tMélrbs;eyIgminBwgEp¥keTAelIkarbg;cMnayelIGRta 
elIsema:genaHeT. } RbFanplitkmµtb { RtwmRtUvehIy b:uEnþ elak)anR)ab;´fa´TTYlbnÞúkTaMgRsugEpñk 
plitkmµ. elak)anniyayfa ´KYrEtbnþkarxñHExñg[)ansMerc\cwgehIy )anCa´nwgminhYseBlkMNt;Edl 
RtUvsgkarRbKl;TMnijeLIy. } elak Brasser )anniyay { RtUvehIytamkarBit´rMlwwk[GñksresrBIkar 
bBa¢aTijBIrEdleTIbmunnwg´ecjBITIRkug. }  RbFanplitkmµtb { GñkGacniyayEbbenaHmþgeTot. ehIykñúgkar
bBa¢aTijBIrenHmankarbBa¢aTijd¾FMEdlminTan;bg; EdlCaehtueFVI[´Gnum½tnUvR)ak;bMNac;elIsema:genH. elak 
Brasser niyay { ´nwgeFVIkargardEdlenH ebI´enATIenH. b:uuEnþ cUreyIgeFVI[manlkçN³kan;EtRbesIrsMrab; 
éf¶GnaKt. cab;BIeBléf¶enHteTA R)ak;bMNac;elIsema:gcaM)ac;RtUvkarkaryl;RBmBI´. eyIgRtUvEtrkSakar 
cMnaytambeNþay (costs in line) . }   bnÞab;mk elak Brasser eFVI[cb;bBaðaCamYyRbFannaykdæan 
déTeTotrbs;Kat; rYmmanGñkRKb;RKgkariyal½y nigPñak;garTij (purchasing agent). Kat;)anehABYkeK[ 
cUlmkkñúg rYcR)ab;BYkeKBIGVIEdlekItmaneLIg ehIyeFVI[R)akdfasiT§iGMnacrbs;BYkeKminrab;bBa©ÚlkarsMerccitþ 
EdlbegáInkarcMnayRbtibtþikarénRkumh‘uneLIy. Kat;bBa¢ak;fa karsMercEbbenHRtUvmankaryl;RBmBIKat; 
BIeRBaHvaCaRkumh‘unrbs;Kat;. Kat;KWCaGñkEdlnwgxatbg; RbsinebI nigenAeBlEdlkarcMNayelIsR)ak; 
cMenjEd;lTTYl)an.

b:uEnþ RbsinebIGñkRKb;RKgEdlCam©as;RtUvEtdMenIrkarRkumh‘un[eCaKC½y GñkRtUvEtepÞrsiT§iGMnac[)an 
smRsb. siT§iGMnac)ansmRsbb:uNÑa KWGaRs½yelIsßanPaBrbs;Gñk. y:agehacNas; k¾GñkKYrEtepÞrnUvsiT§i 
GMNaclµmRKb;RKan; ³

¬1¦[kargardMeNIrkar)an
¬2¦GnuBaØati[buKÁliksMxan;²pþÜcepþImKMnit nig
¬3¦eFVI[kargarenAEtdMeNIkareBlGñkGvtþman.

2> etIGñkRbKl;siT§iGMNaceTA[GñkNa? (To Whom Do You Delegate?)

karepÞrnUvTMnYlxusRtUvminEmnRKan;EtniyayeTAkan;GñkCMnYykarfa { mkenH Gñkkan;kab;hagNa+ }. 
mnusSEdlGñkepÞrTMnYlxusRtUv nigsiT§iGMNac[ RtUvEtmansmtßPaBenAkñúgEpñkbec©keTsEdlGñk[BYkeKTTYl 
xusRtUv. ya:gNak¾eday vaminTan;RKb;RKan;eT.

elIsBIenHeTAeTot GñkEdlbMeBjtYnaTIRKb;RKgenAkñúgRkumh‘unRtUvEtCaGñkRKb;RKgmñak; b¤k¾CaGñkEdl 
GackøayCaGñkRKb;RKg)an. kargarcMbgrbs;GñkRKb;RKgKWRtUverobcMEpnkardwknaM nigsMrbsMrYlkargarrbs; 
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GñkdéTeTot. GñkRKb;RKgmñak;KYrEtmankarepþImKMnitcMnab;GarmµN_ nigkarRsemIRsém. GñkRKb;RKgnaykdæan 
mñak;RtUvEtmankarCMrujedayxøÜnÉg edIm,Icab;epþImnigeFVI[kic©karTaMgBYgdMeNIrkareTAmux. GñkRKb;RKgmñak;minKYr 
[eKR)ab; ]ThrN_dUcCa etIbuKÁlikcab;epþImeFVIkarTan;em:agb¤eT. lkçN³éncriyasm,tþiRtUvEtTTYl)ankar 
BicarNa. GñkRKb;RKgmñak;d¾sMxan;KYrEtrwgmaM manqnÞHRKb;RKan;edIm,IBuHBarkarCMTas;RbqaMg enAeBlcaM)ac; nigKYr 
EtmanpgEdrnUvTsSn³pÞal;xøÜnedIm,IemIleXIjfal¥ b:uEnþminrhUtdl;køayeTACaGñkRbqaMgCamYybuKÁlikenaHeT.

3> karbBa¢ak;bkRsayBIkarepÞr (Spell Out the Delegation)

GñkEdlmansmtßPaBcg;dwgBIGVIEdlBYkeKRtUvTTYlxusRtUv. bTBiesaFn_rbs; Charles P. Wiley 

bgðajfaetIGñkRKb;RKgRtUv[BYkeKdwgya:gdUcemþc? Kat;)ancab;epþImedaybegáItRkumh‘untUcmYy. Kat;)anEbg 
EckvaCabInaykdæan KWEpñkplitkmµ Epñklk; nigEpñkrdæ)al.

GñkRKb;RKgEdlkan;kab;plitkmµTTYlxusRtUvcMeBaHkarpSayBaNiC¢kmµ sMeNIBIGtifiCn nigbMerIGtifi-
Cn. elak Wiley )ancat;Tuk Epñkrdæ)alfaCaTIsñak;kar nigCaGgÁPaBesvakmµsMrab;EpñkBIrepSgeTot. 
GñkRKb;RKgEpñkenHTTYlxusRtUvcMeBaHbuKÁlik karTij nigeFVIbBa¢IKNenyü. elak Wiley )aneRKagEpnkar 
karGnuvtþn_ nignItiviFInanacaM)ac;CamYYynwgbNþaGñkCMnYykarrbs;Kat; edIm,I[dMeNIrkarkargar. bNþaGñkCMnYykar 
rbs;Kat;CYyCaBiesskñúgkarbgðajBIdMeNIrCan;elIKña b¤PaBxVHcenøaHmYycMnYnkñúgTMnYlxusRtUvEdlRbKl;[. 
bnÞab;mk Kat;sresrnItiviFICalayl½kçGkSr. dUecñHehIy GñkRtYtBinitüemIlmñak;²manr)aykarN_lMGitBImuxgar 
rbs;naykdæannImYy² nigvisalPaBénsiT§iGMnacmñak;².  r)aykarN_enHrYmmanbBa¢IskmµPaBCak;lak;EdlBYk 
eKeFVItamKMnitpþÜcepþImpÞal; nigbBa¢IskmµPaBEdltMrUv[mankaryl;RBmcMeBaHelak Wiley b¤GñkCMnYykarRKb; 
RKgTUeTAeBlKat;Gvtþman.

elak Wiley )anKitGMBIeBlevlaEdlKat;GacGvtþmanBIeragcRk. edIm,IR)akdfaGVI²enAEtdMeNIrkar 
eTAmux GñkRKb;RKgplitkmµRtUv)anEtgtaMgCaGñkCMnYykarRKb;RKgTUeTA nigRtUv)anpþl;nUvsiT§iGMnac edIm,IeFVIkar 
sMerccitþTaMgGs; eBlelak WileyGvtþman. kñúgkarKitGMBIGvtþman elak Wiley)anedIrmYyCMhaneTot. 
Kat;)anENnaMRbFannaykdæanmñak;²[EtgtaMg nigbNþúHbNþalGñkCMnYykarmYyrUbEdlGacdMeNIrkarnaykdæan 
RbsinebI nigenAeBltMrUvkarekItmaneLIg. cUrR)akdfanaykdæanTaMgGs;RtUv)ansMrbsMrYl enAeBlGñkbBa¢ak;bk 
RsayBIkarepÞrTMnYlxusRtUv nigsiT§iGMnacdl;GñkRKb;RKgsMxan;mñak;². dUecñHehIy Gñk)ankat;bnßynUv»kas 
énkarPan;RclM k¾dUcCaFanaGHGagfaKµanPaBmnÞilsgS½yBInrNa EdlTTYlxusRtUvkargarNamYyeT,Iy. \cwg 
ehIy GñkRKb;RKgsMxan;Gaccat;viFankarEklMG munnwgcab;epþImdMeNIkar.

4> rkSakarRtYtBinitü (Keeping control)

eBlEdlGñkRKb;RKgtamry³GñkepSgeTot vasMxan;EdlGñkRtUvRtYtBinitü. GñkeFVIvaeday[GñkEdlenA 
eRkambgÁab;mñak;TTYlxusRtUvcMeBaHskmµPaBrbs;eK rYcehIyBinitüemIlnUvlT§plénskmµPaBTaMgenaH. 
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kñúgkarRtYtBinitüCMnYykarrbs;Gñk cUrGñkBüayameFVI[mantulüPaB. GñkminKYreTABak;B½n§kñúgRbtibtþikar 
rbs;GñkRKb;RKgsMxan;²eT EdlnaM[raMgsÞHkargarrbs;eK b¤k¾GñkKYrdkxøÜnecj[q¶ay EdlGñkElgRtYtRtaelI 
GVI²TaMgLay.

GñkRtUvkarBt’mantb (feedback) BIBYkeKedIm,I[GñkdwgCanic©. r)aykarN_CaviFIeqøIytbd¾RtwmRtUvmYy 
cMeBlevla. vaGacCakarraykarN_RbcaMéf¶ RbcaMs)aþh_ b¤RbcaMEx edayGaRs½yeTAelIGñkRtUvkarBt’man 
TaMgenaHqab;ya:gNa. RbFannaykdæanmñak;²GacraykarN_BIkarrIkcMerInrbs;xøæÜn b¤k¾karxVHxatenAkñúgEpñkplit 
kmµEdlsmRsbnwgskmµPaBrbs;xøæÜn. karRbCuMbuKÁlikCaRbcaM KWCaviFImYyepSgeTotedIm,ITTYlyknUvkareqøIy 
tb. enAkúñgGgÁRbCuM RbFannaykdæanGaceFVIGtßaFib,ayGMBIskmµPaB karTTYleCaKC½ynigbBaðarbs;BYkbuKÁlik. 

5> karbgVwkbuKÁlikrbs;Gñk (Coaching your staff)

sMrab;GñkRKb;RKgCam©as; karepÞrminEmnbBa©b;edaykarRtYtBinitül¥enaHeT. vak¾Bak;B½n§CamYykarbgVwk 
pgEdr eRBaHlT§PaBRKb;RKgminEmnTTYl)anmkedaysV½yRbvtþieLIy. GñkRtUvEtbgðat;beRgonvadl;eK. Cakar 
sMxan;Nas; GñkRtUvR)ab;dl;GñkRKb;RKgrbs;Gñk RbsinebIGñkkMBugeFVIkargarrbs;BYkeK. kargarmYyEpñkrbs; 
GñkKWRtUvyl;faBYkeKTTYlnUvkarBitEdlBYkeKRtUvkarsMrab;eFVIkarsMerccitþ. GñkKYrEtR)akdfa Gñkbgðaj[eXIj 
BIrkarKitrbs;Gñk eBlGñkbgVwkCMnYykarrbs;Gñk. eBlxøH BaküsMdImindUckarKitrbs;GñkeT. cUrsYrsMnYr 
edIm,I[R)akdfaGñksþab;yl;BIGtßn½yrbs;Gñk. müa:geTot karepÞrGacmanRbsiT§iPaB EtenAeBlNaEdlGñk
mankarR)aRs½yTak;TgKñal¥b:ueNÑaH. sMxan;eTAeTotKWkarsþab;. GñkRKb;RKgCam©as;CaeRcInKitEtBIGVIEdlxøÜnkMBug 
niyay b¤nwgniyayenAeBlbnÞab; EdlBYkeKminsþab;GñkepSgeToteT. kñúgkarbgVwkmnusSmñak; RbkarsMxan;R)ab; 
faehtuGVI)anCaGñkpþl;karENnaMdl;eK dUcenHeKGacmankarrIkcMerIn)an. eBlEdleKdwgBImUlehtuehIy eKnwg 
manlT§PaBRbesIrCagmunkñúgkarRtYtRtaemIl.

6> GnuBaØat[buKÁlikeFVIkar (Allow Staff to Work)

eBlxøHGñkdwgxøÜnfamankarBak;B½n§CamYyRbtibtþikarCaeRcIn eTaHbICaGñkeFVIGVI²TaMgGs;EdlcaM)ac;sMrab; 
karepÞrTMnYlxusRtUvk¾eday. fVIebImansiTi§GMNacEdleKkMnt;eLIg karepÞr[mnusSEdlmansmtßPaB karbBa¢ak;BI 
karepÞr karbnþRtYtBinitü nigkarbgVwkk¾eday GñkenAEtmanbnÞúkkargarlMGitepSg²eTot. ehtuGVI? CaFmµta 
Gñkxkxanmin)aneFVInUverOgCaGayuCIvitmYy. GñkbdiesFminRBmQrenABIeRkay nigGnuBaØati[BYkeKeFVIkargar. 

ebIsinGñkRtUvepÞrkargar GñkRtUvpþl;nUvsiTi§esrIPaBdl;GñkRKb;RKgrbs;GñkeFVIkargartamrebobBYkeK. 
GñknigRkumhu‘nrbs;GñknwgmanbBaða ebIGñkBüayamvas;sÞg;CMnYykarrbs;Gñkedayfa etIeKeFVIkartamrebobrbs; 
Gñkb¤Gt;. KYrEtvinicä½yBYkeKtamry³lT§plrbs;eK minEmntamviFIEdleKeFVIenaHeT. KµanmnusS2nak;NaEdl 
manRbtikmµdUcKñacMeBaHRKb;sßankarN_enaHeT. eRtomcaMemIlviFankarxøH² Edlcat;eLIgxusBIviFIEdlGñknwgeFVI 
eTaHbICaGñkkMNt;eKalneya)ay)any:agl¥k¾eday. CakarBit RbsinebICMnYykarrbs;Gñkmñak;edIrxusBIeKal 
neya)ayrbs;GñkxøaMgeBk GñkRtUvEtnaMeK[Rtlb;mkvij. GñkminGacriHKn;EklMGeKekIteT bnÞab;BIlT§plecj 
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eTAehIyenaH. GñkKYrEtcgcaMpgEdrfa enAeBlEdlGñkRKb;RKgEdlCam©as;mñak;riHKn;EklMG (second-guess) 

GñkCMnYykarnana GñknwgbMpøajkareCOCak;elIxøÜnÉg (self-confidence)rbs;BYkeK. ebIGñkCMnYykarmñak;minGac 
cat;Ecgnaykdæanrbs;xøÜn[GñkeBjcitþeT ehIyRbsinebIeKminBuHBarnwgKuNvibtþieT GñkRtUvrkGñkepSgmkCMnYs. 
b:uEnþenAeBlEdllT§plbgðajBIRbsiT§iPaBrbs;eK vaCakarGnuvtþn_d¾l¥edIm,IecosvagkuMlUklan;viFankarN_Edl 
eKcat;eLIg. 
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8> karbegáItRbB½n§R)ak;Ex
(Setting up a pay system)

k> etInrNaRtUvkarEpnkarRKb;RKgR)ak;ebovtSr_?
x> karbegáItnigerobcMEpnkarsMrab;Rbtibtþikar 
K> karkMNt;kargar 
X> karvaytMélkargar 
g> [tMélelIkargar 
c> kardak;Epnkar 
q> karR)ab;buKÁlikGMBIEpnkar 
C> karvaytMélelIkarRbtibtþikargar 
Q> etIEpnkarGacCYyGñkedayviFINa? 
j> kareFVI[EpnkaredIrTan;sPaBkarN_ 
kMhus10y:agEdlnaM[karRKb;RKgBaNiC¢kmµFuntUcmaneRKaHfñak;     

karRKb;RKgR)ak;Ex KWCa]bkrN_cat;EcgmYyEdlGaceFVI[GñkRtYtRtaelIcMNaybuKÁlik begáInTwkcitþ 
buKÁlik nigkat;bnßykarpøas;bþÚrbuKÁlik. RbB½n§R)ak;ExCapøÚvkarmYypþl;nUvmeFüa)ayénkarCUnrgVan;dl;buKÁlik 
cMeBaHkarrYmcMENkrbs;BYkeKkñúgPaBeCaKC½yrbs;Rkumhu‘nGñk enAeBlEdlR)akdfaRkumhu‘nrbs;GñkTTYl )
anR)ak;cMnUlKYrsmmkvijBIkardak;TuneTAelIR)ak;ExbuKÁlik.

karENnaMenHpþl;nUvTsSnaTan (concepts) sMrab;kMnt;eTAelIkMritR)ak;ebovtSr_EdlmanlkçN³RbkYt 
RbECg nigsMrab;rkSaTMnak;TMngR)ak;Exd¾RtwmRtUvkñúgcMenamkargarTaMgBYgEdlmanedayRkumh‘untUc².
1> etInrNaRtUvkarEpnkarRKb;RKgR)ak;ebovtSr_? (Who Needs A Pay Administration 

Plan?) 

KMeragR)ak;ebovtSr_CapøÚvkarmYynwgminGacedaHRsaybBaðaTMnak;TMngrbs;buKÁlikTaMgGs;)aneT. EteTaH 
Cay:agNak¾eday vanwgbM)at;)annUvkarmnÞilsgS½y nigBaküccamGaramEdlGaceFVI[buKÁlikrbs;Gñkrsab; 
rsl;nigminsb,aycitþ ehIyEdlesµaHRtg;ticeTA² nigkan;EtERbRbYlTwkmuxCagEdlGñkcg;)an. etImanGVIxøH 
enAkñúgEpnkarenHsMrab;Gñk? sUmRbQmmuxnwgva enAkñúgGaCIvkmµCaBiessFuntUcvaCamnusSd¾l¥EdlGaceFVI[man
PaBxusEbøkKñarvagkic©xitxM nigminxitxM (go and no go). mnusSCaeRcIncUlcitþerOgRbkbedayGaf’kM)aMg b:uEnþ 
minEmnenAeBlEdlvaEsþgGMBIfaetIR)ak;Exrbs;BYkeKRtUv)ankMnt;eLIgya:gdUcemþceLIy. buKÁlikEdlsßitenA 
eRkamKMeragR)ak;ebovtSr_ EdlBYkeKdwgnigyl; GacemIleXIjfa vamanPaBRtwmRtUv nigdUcKñaTaMgGs; EdleK 
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minkMnt;R)ak;ExedaylMeGogeLIy. BYkeKdwgBIGVIEdlnwgekItmaneLIg nigBIGVIEdlBYkeKGacsgÇwmfanwgman 
CaeKaledA. enAkñúgEpnkarry³eBlEvgEbbenHGacCYy[Gñk ³

- RbkaseRCIserIsbuKÁlik
- rkSabuKÁlikTuk
- CMrujelIkTwkcitþbuKÁlik
vaGacCYy[Gñkksag)annUvmUldæanRKwHmYyd¾rwgmaMsMrab;muxCMnYjmYyd¾eCaKC½y.

2> karbegáItnigerobcMEpnkarsMrab;Rbtibtþikar (Developing and installing the plan )

KMeragEpnkarR)ak;ebovtSr_CapøÚvkarmYymintMrUv[GñkcMNayeBlevla nigR)ak;kassn§wksn§ab;enaHeT. 
BaküfaCapøÚvkarminEmnBi)ak sµúKsµajeT,Iy. tamkarBit Epnkarkan;Etl¥itl¥n; kan;EtBi)akdak;[Gnuvtþ 
R)aRs½yTak;Tg nigGnuvtþ. kgVl;muneKbg¥s;kñúgkarbegáItEpnkarRKb;RKgR)ak;ebovtSr_CapøÚvkarKW TTYlyknUv 
sVIkar ¬karTTYlsÁal; -acceptance¦ karyl;dwg nigkarRTRTg;dl;karRKb;RKgrbs;GñknigbuKÁlikCaGñkRtYtRta 
emIl. EpnkarmYyEdlkMNt;eLIgl¥ BiPakSahµt;ct; nigEdlyl;)anl¥KWCaGVI²EdlRtUvkarCamunsMrab;PaBeCaK 
-C½y. 

CMhankñúgkarbegIátEpnkarenHKW ³ ¬1¦kMNt;kargar ¬2¦ vaytMélkargar ¬3¦ [tMélelIkargar ¬4¦ 
dak;Epnkar ¬5¦ [EpnkarTak;TgnwgbuKÁlik nig ¬6¦ vaytMélkarRbtibtþikargarrbs;buKÁlikeRkamEpnkarenH.
3> karkMNt;kargar (Defining the jobs)

RbsinebIGñkmindwgBIkarbBa¢ak; nigtMrUvkarBIkargarnImYy²eT Gñkk¾minGaceRbobeFobvarkeKalbMng 
cMnayR)ak;ebovtSr_Edr. dUecñH vamineFVI[q¶l;eTfa CMhandMbUgkñúgkardak;EpnkarpøÚvkarmYyKWerobcMkarBiBN’na 
énkargarsMrab;muxtMENgnImYy². GñkGacmanlT§PaBsresrkarBiBN’naenH)anedayxøÜnÉg BIeRBaHenAkñúg 
GaCIvkmµFuntUc²CaeRcIn GñkRKb;RKgEdlCam©as;Rbkbral;kagarkñúgeBldMNalKña b¤epSgKña. ya:gNak¾eday 
meFüa)ayd¾RsYlnigl¥bMputedIm,I[Bt’mankargarenApþúMKña KWsYrsMnYrya:gsamBaØdl;buKÁlik[erobrab;BIkargar 
rbs;BYkeK. GñkRtYtRtaemIlKYrEtRtUv)aneKsYredIm,IBinitüeLIgvijnUvkarerobrab;TaMgenH.

karsakl,gd¾l¥bMputrbs;Gñk KWerobcMTMrg;EbbbTedIm,I[buKÁlikbMeBj ¬b¤[nrNamñak;sMPasbuKÁlik¦ 
. enHKWCaeBlEdlRtUvcab;epþImBnül;buKÁlikBIGVIEdlGñkkMBugeFVI. BYkeKRtUvkardwgfaCMnYyrbs;eKcaM)ac;dl;kar 
begáItEpnkarR)ak;ExeT EdlGñkkMBugEtBüayamrk[eXIjfaetIBYkeKkMBugeFVIkargar)ankMritNa. TMrg;EbbbT 
KYrEtmanEpñkdUcxageRkam ³

- zan³kargar
- karraykarN_BITMnak;TMng
- karbBa¢ak;[c,as;BIkargar
- muxgarFMCageK ¬etIGVIxøHEdlCaTMnYlxusRtUv nigParkic©cMbg²énkargar?¦
- Parkic©epSg²eTot ¬eFVIbBa¢IParkic©cMbg²tamlMdab;eTAtamPaBsMxan; nig):an;sµanBIPaKryéneBl 
evlasMrab;Parkic©nimYy²¦
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- tMrUvkarénkargar ³
1> karkarGb;rM b¤karbNþúHbNþalCapøÚvkar
2> bTBiesaFn_ b¤savtar (background)kargar
3> PaBsµúRKsµajEpñkbec©keTs b¤rdæ)al
4> karTTYlxusRtUvcMeBaHlT§pl
5> karTTYlxusRtUvcMeBaHkarRtYtRtaemIl
6> l½kçx½NÐkargarEdlminFmµta
vaRbEhlCanwgcMnayeBlevlaxøHkñúgkarerobcMkarerobrab;BIkargar edayeRbIR)as;Bt’man)anmkBIbuKÁlik 

rbs;Gñk b:uEnþGVIEdlGñkdwgGacmanRbeyaCn_epSgeToteRkABIkareRbobeFobrkeKalbMngR)ak;Ex. enaHKW Gñk 
GacrkeXIjfa buKÁlikxøH min)aneFVIGVIdUc EdlGñk)anKiteT b¤mankarlak;elom. GñkGacyl;faGñkcg;eFVIkar 
pøas;bþÚrxøHnUvTMlab;eFVIkarrbs;BYkeK. Bt’man)anmkGacmanRbeyaCn_pgEdrsMrab; ³

- karCYl karbNþúHbNþal nigkarGPivDÆn_buKÁlik
- karsMrbtameLIgvijcMeBaHParkic©enAkúñgRkumhu‘n
- kareRbobeFobTinñn½ykargarsMrab;karsÞg;emIlR)ak;ebovtSr_
- karFanaGHGagBIkarRbRBwtþtamkarGnuvtþn_kargar nigc,ab;sþIBIGRtaR)ak;ebovtSr_ nig
- karvaytMélelIkarsMEdgkargar EdlEp¥keTAelIParkic©EdlRbKl;[.

4> karvaytMélkargar (Evaluating the Jobs) 

KµannrNadwgBIviFICak;lak; nigEbbviTüasaRsþkñúgkarsMerccitþ[)anR)akdfaetIkargarCak;lak;mantMél 
bu:NÑacMeBaHRkumhu‘neLIy. karvinicä½yeTAelImnusS CaviFIEtmYyKt;kñúgkarpþl;tMélelIkargar. viFIl¥kñúgkarvay 
tMélkargarsMrab;Rkumhu‘nEdlmanbuKÁlik 100nak; b¤k¾ticCagenHKWkarteRmobtamlMdab;fñak;. vak¾Cakarsµan 
mYyEdr b:uEnþCakarsµanEdlRtYtRta)anl¥RKan;ebI.eRkamRbB½n§tamlMdab;fñak; karerobrab;BIkargarRtUveRbob 
eFobKñaeTAvijeTAmk. eKtMeroblMdab;fñak;eTAtamkarlM)ak nigTMnYlxusRtUv. edayeRbIR)as;karvinicä½yrbs;Gñk 
GñkbBa©b;edayerobkargar EdlbgðajnUvtMélEdlBak;B½n§KñaénmuxtMENgnImYy²eTAnwg Rkumh‘un. 

bnÞab;BIGñkeFVIEbbenHehIy CMhanbnÞab;eTotKWcat;kargarCaRkumEdlmanTMhMnigTMnYlxusRtUvRbhak; 
RbEhlKñaeTAkñúg kMritR)ak;ebovtSr_esµI²Kña. bnÞab;mkGñkerobcMRkumTaMgenHCaes‘rIBIkMritx<s;bMputrhUtdl;Tab 
bMput. cMnYnénkMritR)ak;ebovtSr_GaRs½yelIcMnYnsrubénkargar nigRbePTénkargarkúñgRkumhu‘nrbs;Gñk b:uEnþsMrab; 
Rkumh‘unEdlmanbuKÁlik100nak; b¤k¾ticCagenH CaFmµtamankMritR)ak;ebovtSr_Et10 b¤12kMritb:ueNÑaH.
5> [tMélelIkargar (Pricing the jobs)

mkdl;eBlenH kñúgkarerobcMRbB½n§R)ak;ebovtSr_ GñkemIlEtEpñkxagkñúgRkumh‘unGñkb:ueNÑaH. edIm,I[ 
tMélelIkMritR)ak;ebovtSr_rbs;Gñk GñkKYrEtRkelkemIleTAxageRkApgnUvGRtaR)ak;ebovtSr_EdlkMBugbnþsMrab; 
kargar EdlRsedogKñakñúgvis½yrbs;Gñk. edaysarEtGñk)ancat;kargartamlMdab;fñak; nigCaRkumkñúgkMritR)ak; 
ebovtSr_ GñknwgminRtUvRsavRCavsÞabsÞg;BIkargarnImYy²eT. cUrsÞabsÞg;kargarTaMgenaHkñúgkMritnImYy² Edlgay 
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BiBN’nabMput nigsamBaØbMputenAkñúg]sSahkmµkñúgRsuk. ya:gNak¾edaycUrBüayamedIm,IsÞabsÞg;kargarTaMgenaH 
EdlmaneRcInCagmYykMrit Ca]TahrN_GñkvayGgÁúlIelxCan;Tab nigCan;x<s; (junior and senior typists).

karsÞabsÞg;fanrNapþl;R)ak;Exb:unµansMrab;kargarGVIenAkñúgtMbn;Gñk KWCameFüa)ayd¾RbesIrbMputkñúgkar 
dwgfaGñkKYrEtcMnayb:unµansMrab;kargarnImYy²rbs;Gñk. GñkRbEhlCaKµaneBlevlab¤k¾fvikaedIm,IcMNayeTAelI 
karsÞabsÞg;enHeT. b:uEnþvaminKYrCabBaðaeT GñkKYrEtmanlT§PaBTTYl)anTinñn½yTaMgGs;EdlGñkRtUvkarBIRbPB 
nanadUcCaBIsPaBaNiC¢kmµ Rkumh‘unFM²kñúgRsukrbs;Gñk b¤BITIPñak;garrdæaPi)al. RbsinebIGñkCasmaCikénsma- 
KmBaNiC¢kmµmYy GñkGacTTYl)anCMnYyBIvaedIm,IdwgfaetIGRtakMBugbnþb:unµansMrab;kargarmYy b¤eRcInenAkñúgkMrit 
R)ak;ebovtSr_.

enAkñúgkarsikSaBIkarcMnayR)ak;ebovtSr_kñúgtMbn;rbs;Gñk nigenAkñúgkarGnuvtþn_BIGVIEdlGñkyl;dwgcMeBaH 
kargarGñkpÞal; cUrR)akdfaGñkeRbobeFobkarerobrab;BIkargar minRtwmEtzan³kargareT. zan³kargarGacman 
karPan;RclM GacmankarxusEbøkKñaxøaMgrvagkargarGVIEdlRkumh‘unmYyRtUvkar nigRkumh‘unmYyeTot. Gñke)as 
sMGat (janitors)rbs;Rkumh‘unmYyGacCavisVkrRtYtBinitüemIlEpñkbrisßanrbs;Rkumh‘unmYyeTot. 
6> kardak;Epnkar (Installing the plan)

enARtg;cMnucenHGñkmanEpnkarCaTUeTA b:uEnþkarBitGñkminpþl;R)ak;ebovtSr_cMeBaHCaTUeTAeT. Gñkpþl;R)ak; 
ebovtSr_dl;buKÁliknImYy²mñak;mþg². GñkRtUvEtBicarNaBIrebobEdlGñknwgRKb;RKgEpnkar edIm,Ipþl;kartMelIg 
R)ak;Exdl;buKÁlikmñak;². kñúgkarRKb;RKglk<N³BiesstMelIgR)ak;ExénEpnkar GñkGaceRbIR)as;nUvviFIedaH 
RsayCaeRcIndUcxageRkamenH³ 

- karbegáInKuNsm,tþi Edlpþl;[edIm,ITTYlsÁal;karRbtibtþikargar nigkarrYmcMENk
- karbegáInkartMeLIgzan³sMrab;buKÁlik EdlRbKl;[kargarxus²KñakñúgkMritR)ak;ebovtSr_x<s;Cagmun
- dMenIrkar[mkkMritTabbMputsMrab;buKÁlikEdlenAeRkamGRtaTabbMputénkMritR)ak;ebovtSr_
- karbegáInsakl,gemIlnUvbuKÁlikfµI²CagEdlTTYlnUvCMnaj nigbTBiesaFn_caM)ac; 
edIm,IbMerImuxgarmanRbsiT§iPaB
- karbegáInry³eBlkan;muxtMENgkúñgRkumhu‘n nig
- karbegáInCaTUeTA EdleFVI[buKÁlikrkSa)annUvcMNUlBitR)akd eBlEdlktþaesdækic©tMrUv nigeFVI[R)ak; 
ExmanlkçN³RbkYtRbECg.
rebobedaHRsayTaMgenH KWsamBaØbMput b:uEnþmankarxusEbøkKñaeRcIn. karbegáInRbcaMqñaMPaKeRcInbMput eFVI 

eLIgedIm,ICIvPaBrs;enA karkan;muxtMENg b¤k¾mUlehtuTIpSarkargar. Cak;Esþg GñkGaceRbIR)as;nUvviFIbegáInbIbYn 
b¤TaMgGs; b¤k¾karpSMKña. GñkGacdwgfa TMrg;EbbbTmYysMrab;pþl;ÉksarkartMelIgR)ak;ebovtSr_ nigsMrab;kt;Rta 
mUlehturbs;va GacmanRbeyaCn_RKan;ebI. GñkRbEhlCanwgdwgfakarkt;RtaTaMgenHKWCaÉksareyagd¾man 
RbeyaCn_sMrab;eKalbMngRKb;RKgR)ak;ebovtSr_.
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7> karR)ab;buKÁlikGMBIEpnkar (Telling employees about the plan)

bnÞab;BI)anbegáItEpnkarRKb;RKgR)ak;ebovtSr_ GñkRtUvBicarNafaetIRtUvR)ab;buKÁlikrbs;GñkGMBIvaya:g 
dUcemþc. ebIkarbegáItkmµviFIl¥mYyCakarcaM)ac;TI1 karBnül;R)ab;buKÁlikCaPaBcaM)ac;TI2. rebobR)ab;BYkeK 
KWCakarsMerccitþrbs;Gñk. viFIeCaKC½ymYYycMnYneTotrYmman sMbuRtpÞal;eTAkan;buKÁlikmñak;² nigkic©RbCuMedim,I
Bnül; GMBIEpnkar nigeqøIysMnYr. ya:gNak¾eday GñkRtUvEtBnül;[c,as; edayesµaHRtg; nigebIkcMhrnUvrebob 
EdlEpnkardMeNIrkar. enHKWCa»kasd¾cMbgsMrab;Gñk kñúgkarksagnUvsuqnÞ³ nigTMnak;TMngl¥CamYybuKÁlik. RtUv 
manPaBR)akdfaGñkRtYtRtaemIlrbs;Gñkyl;c,as; nigGacBnül;Epnkar dl;GñkeRkambgÁab;eK)an. 
8> karvaytMélelIkarRbtibtþikargar (Employee performance appraisal)

buKÁlikPaKeRcInbMputsßitenAeRkamRbB½n§R)ak;ebovtSr_énkarbegáInKuNsm,tþi eTaHbICakarekIneLIgén 
R)ak;ebovtSr_rbs;eK)anmkedaysarktþaepSg²k¾eday. rebobedaHRsayenHBak;B½n§CamYynwgkarBinitüeLIgvij 
nigkarvaytMélCaRbcaMfaetIbuKÁlikRbtibtþiParkic©EdlRbKl;[rbs;BYkeK)ankMritNa. EpnkarvaytMélbuKÁlik 
EdlmanRbsiTi§PaBKW ³

- sMerc)annUvkarR)aRs½yTak;TgpøÚvBIrkan;EtRbesIrrvagGñkRKb;RKgnigbuKÁlik
- eFVI[R)ak;ebovtSr_manTMnak;TMngeTAnwgkarRbtibtþikargar niglT§pl
- karpþl;nUvviFIedaHRsayEdlmanbTdæancMeBaHkarvaytMélkarRbtibtiþkargar nig
- CYybuKÁlik[emIleXIjBIrebobEdlBYkeKGacrIkcMerInedayCYy[BYkeKyl;BIkarTTYlxusRtUv 
nigkarrMBwgTukénkargar.
karBinitüelIkarRbtibtþikargareLIgvijEbbenH minRtwmEtCYydl;buKÁlikEdlRtUvvaytMélkargar 

b:ueNÑaHeT EfmTaMgCYyGñkRKb;RKgeFVIkarvaytMél edIm,ITTYl)annUvkaryl;eRCA (insight)cUleTAkñúgRkumh‘un 
EfmeTot. karedaHdUrKñaya:gcMhrrvagbuKÁlik nigGñkRKb;RKg GacbgðajGñkRKb;RKgfaetIGacbegáInkarRbtibtþi 
kargarrbs;buKÁlikRtg;kEnøgNaénbrikçar nItiviFI b¤ktþaepSg²eTot. cUrBüayamCMruj[manlkçN³mYy EdlGac 
[buKÁlikBiPakSaBIkarrIkcMerIn nigbBðaaepSg²edayminpøÚvkarenAeBlNamYyénqñaM.

edIm,ITTYl)annUvlT§pld¾l¥bMput RtUvmanTMrg;EbbbTsMrab;eFVIkavaytMélmYy. TMrg;EbbbTCatYya:g 
mYy rYmmanktþaRbtibtþikargar dUcCa ³

- lT§plEdsMerc)an
- KuNPaBénkarRbtibtþikargar
- brimaNkargar
- RbsiT§iPaBkúñgkareFVIkargarCamYyGñkdéTenAkñúgRkumh‘un
- RbsiT§PaBkñúgkaredaHRsayCamYyGtifiCn GñkpÁt;pÁg;.l.
- KMnitpþÜcepþIm
- cMeNHdwgBIkargar nig
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- PaBTukcitþ)an.
GñkGacbegáItTMrg;EbbbTpÞal;rbs;Gñk edayeRbIR)as;KMrUEdlGñkGacEsVgrk)anenAkñúgesovePAsþIBIkar 

RKb;RKgbuKÁlikRbsinebIcaM)ac;. TMrg;EbbbTrbs;GñkKYrEtsmRsbeTAnwgkargar nigKYrEteFVItamBIkarviPaK 
kargarrbs;Gñk. 
9> etIEpnkarGacCYyGñkedayviFINa? (How Can the Plan Help You?)

EpnkarR)ak;ebovtSr_d¾l¥bMputenAkñúgBiPBelaksMrab;buKÁliknwgminCaRbeyaCn_NamYyeT RbsinebIvamin 
CYydl;muxCMnYjrbs;GñkeT. etIGVIeTAEdlRtUvenAkúñgEpnkarrbs;Gñk? cMelIyKWkarTTYlyk rkSaTuk nigelIk 
TwkcitþbuKÁlikl¥. EpnkarenHnwgCYyGñkkñúgkar ³

- RbkaserIsbuKÁlik ³ lMdab;R)ak;ebovtSr_nwgpþl;nUvGRtaRbkYtRbECgmYykñúgkarTak;TajbuKÁlikEdl 
manKuNsm,tþix<s;.
- karrkSaTukbnþ ³ EpnkarénkarvaytMélkarRbtibtþikargar nigkartMelIgR)ak;ebovtSr_ nwgelIkTwkcitþ 
[mankarRbtibtþikargar nig[manPaBrIkcMerInlUtlas;enAkñúgRkumhu‘nrbs;Gñk. 
- CMrujTwkcitþ ³ EpnkarR)ak;ebovtSr_nwgeFVI[buKÁlikenAEtcab;GarmµN_nigGbGrsaTrcMeBaHkargarbc©úb,nñ 
rbs;BYkeK nigCaeRKOgsMrab;elIkTwkcitþkñúgkarxitxMcab;yk»kasan;Etl¥kñúgRkumh‘unrbs;Gñk.
karmanbuKÁlikRbkbedaysmtßPaBEdlmankarcab;GarmµN_nigsaTr 

nwgCYyGñkTTYleCaKC½ykñúgmuxCMnYj.
10> kareFVI[EpnkaredIrTan;sPaBkarN_ (updating the plan)

edIm,I[EpnkarR)ak;ebovtSr_rbs;GñkedIrTan;sPaBkarN_ GñkKYrEtBinitüvaeLIgvij kñúgmYyqñaMy:agehac 
Nas;[)anmþg. eFVIkarEksMrYlkEnøgNaEdlcaM)ac; nigkuMePøcbNþúHbNþaleLIgvijdl;buKÁlikEdlCaGñkRtYt 
RtaemIl. enHminEmnCaRbePTEpnkarEdleKbegáItehIy nigbMePøceTAvijenaHeT.kMLúgeBlRtYtBinitüRbcaMqñaM 
rbs;Gñk sYrxøÜnGñkfaetIEpnkarenHkMBugdMeNIrkartamGVIEdlGñkkMNt;Edrb¤eT. enaHCasMnYrmYyd¾mansar³sMxan; 
bMput. etIGñkTTYl)anbuKÁlikEdlGñkcg;)anb¤enA? etIGRtakarpøas;bþÚrbuKÁlikmanTMhMb:uNÑa? etIbuKÁlikxVl;xVay
BIkargarEdrb¤eT? kñúgkarviPaKcugeRkay vaminEmnfaEpnkarl¥ya:gNa b¤k¾TMrg;EbbbT nigkarRKb;RKgl¥ya:gNa 
EdreT. 

RbkarsMxan;KWfa etIEpnkarrbs;GñkCYyGñksMerceKalbMNgrbs;Rkumh‘unGñkrebobNa?
kMhus10y:agEdlnaM[karRKb;RKgBaNiC¢kmµFuntUcmaneRKaHfñak; (10 Deadly Small Business 

Mistakes)

1> kargb;gl;TaMgRsugcMeBaHKMnitmYyehIyRbkan;x¢ab;y:agyUreBk kuMbBa©ÚlEtKMnitmYy[esaH. cUrcgcaMfa 
KMniteRcinKWCakarniymeRbITUeTArbs;bNþashRKin (shRKin-entrepreneurs). eRbIKMnit[)aneRcIn ehIycaM 
emIlfaetIKMnitmYyNaEdlGacnaMmknUvR)ak;cMnUlnigeCaKC½ydl;Rkumhu‘n.
2> KµanKMeragEpñkTIpSar (No marketing plan) EpnkarTIpSarKWCaktþaEdleFVI[Gñk)aj;eq<aHeTArk GtifiCn b¤ 
Rkumh‘unCaedIm. vaCaGñkTak;TajGtifiCn[Gñk. GacmanviFIeRcIndl;eTA25y:agEdlnwgeFVITIpSaredaycMNay 
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fvikaticb¤KaµnTal;EtesaH. EpnkarTIpSarl¥EdlGnuvtþeTAmanRbsiT§iPaB smRsb nigKYrTukcitþ)an 
nwglubbM)at; )annUvtMrUvkarcMeBaH { karehATUrs½BÞeTAkan;nrNamñak;Edlmindwg b¤minrMBwgfamankarTak;Tg 
EdlCajwkjab; edIm,Ilk;GVImYy (cold calls!) { .
3> karminsÁal;BIGtifiCnrbs;Gñk (Not knowing your customers ) karpøas;bþÚréncMNg;cMNUlcitþrbs; 
GtifiCnGñk RBmTaMgplitplnigesvakmµrbs;KUrRbkYtRbECgGñkGaceFVI[edIreRkayeK RbsinebIGñkminsÁal;BI 
GtifiCnGñk[c,as;fa etIGVIEdlBYkeKRtUvkarkñúgeBlenH nigTMngCanwgRtUvkarnaeBlGnaKt GVIEdlBYkeKRtUvkar 
Tij nigrebobEdlGñkGackøayCameFüa)ayeRkaybMputsMrab;BYkeK eTaHbICaGñkKµanplitpl b¤esvakmµsMrab;
BYkeK\LÚvk¾eday. 
4> karmineGIeBIcMeBaHsßanPaBsac;R)ak;rbs;Gñk (Ignoring your cash position)

mnusSpgTaMgBYg ¬GtifiCn¦ mineqøIytbnwgplitplmanKuNPaBl¥esµI²KñaenAkñúgRkbx½NÐeBlavladUc 
EdlGñkKiteLIy. GñknwgRtUvkarsac;R)ak;CaeRcIn edIm,IRTRTg;xøÜnGñk[manesßrPaBenAkñúgeBlTnÞwmKñaenaH. 
5> karminrvl;BIbuKÁlik (Ignoring employees) karCMrujelIkTwkcitþ karbgVwk nigkarRKb;RKgbuKÁlik 
KWCabBaðaRbQmd¾Bi)akbMputmYycMeBaHm©as;Rkumh‘unb¤shRKassBVéf¶enH. ebIKµankarGt;Fn karts‘U nig {CMnaj 
rbs;buKÁlik} eT GñknwgmanbBaðaeRcIneLIg²y:agrh½s. TwkcitþplitPaBkargar nigR)ak;cMeNjnwgRtUvvinas 
y:aggayRsYl.
6> karPan;RclMPaBGacnwgekItmaneLIgCamYynwgPaBBitCak;Esþg (Confusing likelihood with reality )

m©as;Rkumh‘unb¤shRKasrs;enAkúñgBiPBénPaBGacnwgekItmaneLIg b:uEnþcMNayfvikasßitkñúgBiPBBitCak;Esþg.
7> KµanEpnkarsMrab;karlk;dUr (No sales plan) ebIKµanEpnkarlk;eT k¾KµanmeFüa)ayR)akdRbCaNaedIm,I)a:n; 
sµanBIkMeNInhirBaØvtßú nigPaBlUtlas;rbs;Rkumhu‘nGñkEdr. GñkRtUvkarKMeragd¾BitR)akdmYysMrab;karlk; Edl 
nwgecjmkBITINa edayrebobNa nigBIGñkNa.
8> PaBCaGñkEfrkSakarBarEtmñak;Ég (Being a lone ranger) GñkGacCaKnøwHsMxan;cMeBaHGVI²RKb;y:ag b:uEnþGñk 
minGaceFVIGVI²RKb;y:ag nigrIkcMerIn)ankñúgeBlEtmYyenaHeT. sUm,IEteCaKC½yEdlminsUveRcInk¾GaceFVI[Gñk 
rMePIby:agxøaMgEdr luHRtaEtGñkCYl)anbuKÁliksmRsb ehIyepÞrTMnYlxusRtUv.
9> KµanGñkeFVICaemKMnit (No mastermind) manRkumRbwkSapþl;eyabl; b¤GñkeRbonRbedAmYy¡ hak;dUcCahYs 
ehtucMeBaHkarRbtibtþid¾tUcmYYy? vamin\cwgenaHeT¡ RkumRbwkSaenH GacCasmaCikRKYsarEdlGñkTukcitþ)an b¤k¾Ca 
mitþPkþi. esñIBYkeK[eFVIRkumRbwkSanaykrbs;Gñk ehIyBinitüeLIgvijnUvKMeragEpnkar niglT§plénGaCIvkmµGñk 
CamYynwgBYkeK. karykKMnitGñkdéTmkBicarNabBa©ÚlKña edIm,I[sMerceKaledAKWCakarRbesIrCagkarKitGVI 
Etmñak;Ég.
10> kare)aHbg;ecal (Giving up) m©as;shRKasb¤Rkumh‘unxøHkñúgcMeNamGñkEdlTTYleCaKC½ykúñgmuxCMnYj 
braC½yCaeRcIndgmunnwgeFVI)any:agl¥bMput. dUecñH ebIGñkkMBugEtdYl b¤braC½yy:agqab;rh½senaH cUrGñkeronsURt 
tam nigBüayammþgeTotedayeRbIR)as;KtibNÐit (wisdom) fµI²enH. cUrGñkkuMe)aHbg;ecal ehIyk¾enAEt 
kuMTan;GalQWcab;pgEdr.
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