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f‚wgKv 
B Dw bU  4 - G  A v g iv  ms Mw V Z K i‡ Y i bv bv  w e lq  † R ‡ bw Q |  G e v i A v g iv  K g x ©ms ’̄v ‡ b i bv bv  w e lq  R v be| e ¨e m v q  
ms MV ‡ bi Q q w U  ¯̂x K …Z  Dc v `v b  i‡ q ‡ Q | G ¸‡ j v  n ‡ j v  g v byl,  hš ¿c v w Z , A _ ©, K uv Pv g v j , c ×w Z   †K Š kj  I e v R v i (6Ms- 

Man, Machine, Money, Materials, Method, Market)| G ¸‡ j v i g ‡ a¨ g v by l Z _ v  kÖw g K - K g ©x  n ‡ ” Q  ms MV ‡ bi 
m e ‡ P‡ q  ¸ iæZ ¡c ~Y © Dc v `v b | G  g v bw e K  Dc v `v bB  ms MV ‡ bi  g ~j  Pv w e K v w V | †K bbv  c Öw Z ô v ‡ b hš ¿c v w Z , A _ ©, K uv Pv g v j , 
c ×w Z , e v R v i B Z ¨v w `i hZ B  m g v ‡ e k N U v b †n v K  bv  †K b- g v byl Z _ v  kÖw g K - K g ©x  e ¨Z x Z  c Öw Z ô v ‡ bi m K j  K v h©µg B  

’̄w e i n ‡ q  c o ‡ e| †m K v i‡ Y B  c Öw Z ô v ‡ bi R b¨ G K `j  `ÿ , †hv M¨ I c Öw Z fv e v b K g ©x e v w n bx  A Z ¨v e k¨K | G  K g ©x -
e v w n bx  ms MÖn  ms µv š Í K v h©v e w j i m v g w MÖK  c Öw µq v B  ÷ v w ds  e v  K g ©x ms ’̄v b|  K g ©x ms ’̄v ‡ bi g ~ j  D‡ Ïk ¨ n ‡ ” Q  c Öw Z ô v ‡ bi  
w e w fbœ c ‡ ` h_ v ‡ hv M¨  †j v K e j  w b‡ q v M K ‡ i Z v ‡ `i‡ K  c Öw kw ÿ Z  K ‡ i †Z v j v i g v a¨‡ g  c Öw Z ô v ‡ bi K v h©µg m Pj  iv Lv |  
K g ©x ms ’̄v b ms MV ‡ b G K `j  `ÿ  I  D `¨g x  K g ©x e v w n bx  MV ‡ bi  g v a¨‡ g  Dr c v `‡ bi  A b¨v b¨ Dc K iY ‡ K  A _ ©e n  K ‡ i  

†Z v ‡ j | A ‡ bK  A v ayw bK  MÖš ’v K v i Z v B  K g ©x ms ’̄v b‡ K  Ôg v b g m ¤ú ` e ¨e ’̄v c bv Õ  w n ‡ m ‡ e A v L¨v w q Z  K ‡ i _ v ‡ K b|  G  
A a¨v ‡ q  A v g iv  K g ©x - ms ’̄v b m ¤ú ‡ K © w b‡ ¤œv ³  w e lq ¸‡ j v  A v ‡ j v Pbv  K ie| A v ‡ j v Pbv q  _ v K ‡ Q -  K g x ©ms ’̄v ‡ bi av iY v ,  
K g x ©ms MÖn  I Z v i w be ©v Pb c ×w Z | G  Q v o v K g x©i w b‡ q v M I c Öw kÿ Y  w b‡ q  i‡ q ‡ Q  w e Í̄v w iZ  A v ‡ j v Pbv | Z v n ‡ j  A v myb  
w e lq ¸‡ j v  †R ‡ b  w bB |  
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Kgx© ms¯’vb I gvbem¤ú` aviYv 
Staffing and Human Resources Concepts 

 
D‡Ïk¨ 

G cvV †k‡l Avcwb- 
• K g x ©m s ’̄v b I  g v be m ¤ú ‡ ` i av iY v  eY ©bv  K i‡ Z  c v i‡ e b|  
• K g x ©ms ’̄v ‡ bi  ¸ iæZ ¡ eY © bv  K i‡ Z  c v i‡ e b|  

 
÷vwds ev Kg©xms ’̄vb (Staffing) 
m v av iY fv ‡ e K g ©x ms ’̄v b e j ‡ Z  †K v b c Öw Z ô v ‡ bi c Ö‡ q v R bx q  kÖw g K  K g ©x  ms MÖn  K iv ‡ K  †e v Sv q | w K š ‘ e ¨v c K  A ‡ _ , © 
K g ©x ms ’̄v b ï ay kÖw g K  K g x © msMÖ‡ n i m v ‡ _ B  m ¤ú „³  bq | c ÖwZ ô v ‡ bi w e w fbœ w e fv ‡ M i g v b e m ¤ú ‡ `i ms L¨v  w b a©v iY ,  
Z v ‡ `i Dr m w be ©v Pb G es  A v ‡ e `bc Î  A v n e v b, hv Pv B - e v Q v B , P~o v š Í w be ©v Pb, Z v ‡ `i c Öw k ÿ Y  I g ~j ¨v q ‡ bi m v g w MÖK  

c Öw µq v  K g x©ms ’̄v ‡ b i m v ‡ _  hy³ | c Öw Z ô v ‡ bi R b¨ K g ©x ms ’̄v b A Z ¨š Í ¸iæZ ¡c ~Y ©| w b‡ P ỳÕ R b †j L‡ K i ms Á v  †`Iq v  
n j t   

1. w W. w W. f¨v b w d¬U  (D. D. Van Fleet) e ‡ j ‡ Q b, ÒK g ©x ms ’̄v b G K w U  c Öw µq v  hv i g v a¨‡ g A fx ó  j ÿ ¨ A R ©‡ bi 
w bw g ‡ Ë g v be m ¤ú ` ms MÖn  K iv  n q Ó| w d¬U  ÷ v w ds - †K  j ÿ ¨ A R ©‡ bi  m v ‡ _  hy³  K ‡ i‡ Q b |  

2 . A v i. G g. n W&‡ MU m (R. M. Hodgetts) G i g ‡ Z , ÒK g ©x ms ’̄v b n j  K g ©x  ms MÖn , w b e ©v Pb, c Öw kÿ Y  G es  c Öw Z ô v ‡ b 
w b‡ q v w R Z  K g©x ‡ `i Dbœq b K iv i G K w U  c Öw µq v Ó| 

B ‡ Z v g ‡ a¨ A v g iv  K g x ©ms ’̄v b I g v be m ¤ú ‡ `i av iY v  †c ‡ q w Q | G e v i A v m yb, Dc ‡ ii A v ‡ j v Pbv  †_ ‡ K  w b‡ R iv  G K w U 
ms Á v  †`B | c Öw Z ô v ‡ bi c w i K í bv  I m v s MV w bK  K v V v ‡ g v  A byhv q x  c Ö‡ q v R bx q  K g ©x i  ms L¨v  w b a©v iY , K g ©x  w be ©v P b,  
w b‡ q v M`v b, c Öw kÿ Y , c ‡ `v b œw Z , c `Pz¨w Z  B Z ¨v w ` e ¨e ’̄v c K x q  K v h©- c Öw µq v ‡ K  K g ©x ms ’̄v b e ‡ j | A ‡ bK  M Öš ’K v i  
K g ©x ms ’̄v b‡ K  Õ g v be m ¤ú ` e ¨e ’̄v c bv Õ  bv ‡ g A w fw n Z   K ‡ i‡ Q b|  

Kg©xms ’̄v‡bi ¸iæZ¡ (Importance of Staffing) 
c Öw Z ô v ‡ bi m e ‡ P‡ q  g ~j ¨e v b m ¤ú ` n ‡ j v  g v be m ¤ú ` (Human resources) | g v be m ¤ú ‡ ` i h_ v h_  e ¨e ’̄v c bv  w bw ð Z  
K iv i R b¨ K g ©x ms ’̄v ‡ bi ¸ iæZ ¡  A c w im x g| w b‡ P K g x ©ms ’̄v ‡ b i ¸ iæZ ¡ A v ‡ j v P bv  K iv  n j :  

1. †hvM¨ Kg©x wbe©vPb (Selection of qualified employees)t  m v d‡ j ¨i m v ‡ _  c Öw Z ô v b c w iPv j bv i R b ¨ †hv M¨  
K g ©x e v w n bx  ms MÖn  I w be ©v Pb K i‡ Z  n ‡ e| ‡ hv M¨ K g x ©i K v i ‡ Y  Dr c v `bkx j Z v  †e w k n ‡ e G es  c Öw Z ô v‡ b m v dj ¨  
A v m ‡ e| `ÿ  I †hv M¨ K g ©x iv  c Öw Z ô v b‡ K  m dj Z v i w `‡ K  G w M‡ q  w b‡ q  hv q | 

2 . gvbem¤ú‡`i mwVK e¨envi (Proper utilisation of human resources)t  K g x© ms MÖ‡ n i c i  Z v ‡ `i `ÿ Z v i  
e ¨e n v i w bw ð Z  K i‡ Z  n ‡ e| K g ©x ms ’̄v ‡ bi g v a¨‡ g g v be m ¤ ú ‡ `i K v h©K i e ¨e n v i w bw ð Z  K iv  n q | K g©x  hv ‡ Z 

c Öw Z ô v ‡ bi K g ©K v ‡ Û  m ‡ e ©v ” P ‰bc yY ¨ w `‡ q  K v R  K i‡ Z  c v ‡ i,  K g ©x ms ’̄v b †m j ‡ ÿ ¨ Z v ‡ `i‡ K  Dc ‡ hv Mx  K ‡ i M‡ o  
†Z v ‡ j | 

3. Drcv`‡bi DcKiYmg~‡ni mwVK e¨envi (Porper use of materials of production)t  Dr c v `‡ bi Man, 
machine, money, materials, methods G es  market BZ ¨vw ` Dc K i‡ Y i m g w š Ẑ  cÖ‡ q v ‡ M i g v a¨‡ g c Öw Z ô v b‡ K  
j ‡ ÿ ¨ i w `‡ K  G w M‡ q  w b‡ q  hv Ihv  n q | G m e Dc K i‡ Y i m w V K  c Ö‡ q v ‡ Mi R b¨ c Ö‡ q v R b m w V K fv ‡ e w be ©v w PZ  †hv M¨  
K g ©x e v w n bx | K g ©x e v w n bx  w b‡ q v M I  D bœq ‡ b g y L¨ f~w g K v  i v ‡ L K g ©x ms ’̄v b K v h©| K g ©x m s ’̄v b K v ‡ h© i g v `¨‡ g 
w b‡ q v Mc Öv ß  †hv M¨  K g ©x iv  Dr c v `‡ bi  Dc v `v b¸‡ j v i h_ v ‡ hv M¨  e ¨e n v i w bw ð Z  K ‡ i|  

cvV-5.1 
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4 . e¨e ’̄vcKxq Kvh©vewj cÖ‡qv‡M mnvqZv (Helping the application of managerial functions) t  K g©x ms ’̄v b  
c w iK í bv , ms MV b, w b‡ ©̀k bv  I † bZ …Z ¡, m g š q̂ m v a b, †c Ö lY v  I w bq š ¿Y  B Z ¨v w ` e ¨e ’̄v c K x q  K v h©v e w j i K v h©K i 
c Ö‡ q v ‡ M m n v q Z v  K ‡ i|  

5. Dchy³ Kg©x‡K mwVK ’̄v‡b ’̄vcb (Placement of right employee to right place)t  m w V K  e ¨w ³ ‡ K  mw V K 
’̄v ‡ b ’̄v c b K iv  bv  n ‡ j  K g ©x iv  ¯̂v ” Q ‡ › `¨ i m v ‡ _  K v R  K i‡ Z  Dr m v n  c v q  bv | K g ©x ms ’̄v b  c Öw µq v i g v a¨‡ g † hv M¨  

I Dc hy³  K g ©x ‡ K  m w V K  R v q Mv q  c `v q b (posting)  K iv  m ¤¢e  n q | 
6. AvaywbK cÖhyw³i e¨envi (Use of modern technology)t e Z ©g v b hyM c Öhyw ³ i hyM| A v ayw bK  c Öhyw ³  e ¨e n v i 

K iv i R b¨ w e ‡ k l c Öw kÿ Y c Öv ß  I `ÿ  K g ©x e v w n bx  M‡ o  †Z v j v  `iK v i| K g ©x ms ’̄v b K v h© c Öw Z ô v ‡ b `ÿ  K g ©x 
ms MÖ‡ n i g v a¨‡ g A v ayw bK  c Öhyw ³ i e ¨e n v i m yw bw ð Z  K ‡ i|  

7. kÖgkw³i Dbœqb (Development of manpower)t  K g©x ms ’̄v b c Öw Z ô v ‡ b K g ©x  w be ©v P‡ bi  c i Z v ‡ `i `ÿ Z v  I 
†hv M¨Z v  e „w × i R b ¨ w e w fbœ c Öw kÿ Y  K g ©m ~w Pi g v a¨‡ g `ÿ  R be j  ˆZ w i K ‡ i|  

8 . gvbem¤ú` cwiKíbv (Human resource planning)t  cÖw Z ô v ‡ b g v be m ¤ú ` c w iK í bv  c ÖY q b K g ©x ms ’̄v b- G i 
G K w U  A b¨Z g Dc v `v b| G K wU  c Öw Z ô v ‡ b cÖ‡ q v R bx q  c `msL¨v  w ba©v iY , bZ zb c ` m „w ó  I c `w e b¨v m K ‡ i K g ©x  
w be ©v Pb, w b‡ q v M , c Öw kÿ Y , c `v q b B Z ¨v w ` g v be m ¤ú ` c w iK í bv i K v R |  
Dc ‡ i i A v ‡ j v Pbv q  †` Lv  hv q  †h, ms MV ‡ b c Ö‡ q v R bx q  K g ©x i w b‡ q v M `v b,  c `v q b,  Z v ‡ ` i c Öw kÿ Y `v b B Z ¨v w ` 
K v h© m ¤ú v `‡ b i g v a¨‡ g K g © x ms ’̄v b G K w U  c Öw Z ô v ‡ bi D bœq ‡ b ¸ i æZ ¡c ~Y © f~w g K v  c v j b K ‡ i| G  K v i‡ Y  
K g ©x ms ’̄v b‡ K  e ¨e ’̄v c bv  K g © K v ‡ Û i c Öv Y  e j v  n q | ï ay Z v B  bq , e ¨e ’̄v c bv i  G  K v R w U  g v be m ¤ú ` e ¨e ’̄v c bv  
bv ‡ g A v j v `v  G K w U  †ÿ Î I ˆZ w i K ‡ i‡ Q |  
 

 wkÿv_©xi KvR A v c bv i Á v b Sv j v B  K iv i  R b ¨ K g x ©ms ’̄v ‡ b i 5 w U  ¸ iæZ ¡ e y‡ j U  A v K v ‡ i Lv Z v q  
w j Lyb|  

 

 mvims‡ÿc:  

÷ v w ds  `ÿ  I †hv M¨ K g x ©e v w n bx  ms MÖn  I ms iÿ Y  K ‡ i| ÷ v w ds  A g v be x q  Dc K iY m g ~‡ n i  K v h©K i e ¨e n v i w bw ð Z 
K ‡ i| ÷ v w ds  g v b e m ¤ú ‡ ` i K v h©K i e ¨e n v i w bw ð Z  K ‡ i| ÷ v w ds  c Öv w Z ô v w bK  m v dj ¨ e „w × K ‡ i|  e ¨e ’̄v c bv i  
A b¨v b¨ K v ‡ R  m n v q Z v  `v b K ‡ i ÷ v w ds | m v av iY fv ‡ e K g ©x ms ’̄v b e j ‡ Z  †K v b c Öw Z ô v ‡ bi c Ö‡ q v R bx q  kÖw g K - K g ©x  
ms MÖn  K iv ‡ K  †e v Sv q | w K š ‘ e ¨v c K  A ‡ _ ©, K g ©x ms ’̄v b  ï ay K g ©x  ms MÖ‡ n i m v ‡ _ B  m ¤ú „³  bq | c Öw Z ô v ‡ bi w e w f b œ 
w e fv ‡ Mi g v be m ¤ú ‡ `i ms L¨v  w ba©v iY , Dr m w be ©v P b G es  A v ‡ e `bc Î  A v n e v b, hv Pv B - e v Q v B , P~o v šÍ w be ©v Pb, Z v ‡ ` i 

c Öw kÿ Y  I g ~j ¨v q ‡ bi m v g w MÖ K  c Öw µq v  K g x© ms ’̄v ‡ bi m v ‡ _  hy³ | cÖw Z ô v ‡ bi c w iK í bv  I m v s MV w bK  K v V v ‡ g v 
A byhv q x  c Ö‡ q v R bx q  K g ©x i ms L¨v  w ba©v iY , K g ©x  w be ©v Pb ,  w b‡ q v M`v b, c Öw kÿ Y , c ‡ ` v bœw Z , c `Pz¨w Z  B Z ¨v w ` 
e ¨e ’̄v c K x q  K v h© K g ©x ms ’̄v ‡ b i  m v ‡ _  m ¤ú „³ | ms MV ‡ b c Ö‡ q v R bx q  K g ©x i w b‡ q v M `v b, c `v q b, Z v ‡ `i c Öw kÿ Y `v b 
B Z ¨v w ` K v h© m ¤ú v `‡ b i g v a¨‡ g K g ©x ms ’̄v b G K w U  c Öw Z ô v ‡ bi  Dbœq ‡ b  ¸ iæZ ¡c ~Y © f~w g K v  c v j b K ‡ i|  
 

 
cv‡VvËi g~j¨vqb-5.1  

 

mwVK DË‡ii cv‡k wUK& wPý w`b- 
1.  c Öw Z ô v ‡ b ÷ v w ds  G i c Ö‡ q v R b †K b?  
 K . g v be m ¤ú ‡ `i K v h©K i e ¨e n v i  w bw ð Z  K iv | 
 L.  `ÿ  I †hv M¨ K g x © e v w n bx  ms MÖ n  I ms iÿ Y  K iv |  
 M.  A g v be x q  Dc K iY m g ~‡ n i K v h© K i e ¨e n v i w bw ð Z  K iv i  R b¨ | 
 N . Dc ‡ i i m e K w U |  
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2 . ÷ v w ds  G i ¸ iæZ ¡c ~Y © w `K  †K v b&w U ?  
 K . `ÿ  I †hv M¨ K g x ©e v w n bx  ms MÖn  I ms iÿ Y  
 L.  A g v be x q  Dc K iY v w ` i K v h©K i  e ¨e n v i  
 M.  g v be m ¤ú ‡ `i K v h©K i e ¨e n v i  w bw ð Z K iY  
 N . Dc ‡ i i m e K w U |  
 
3 . ‡ K v b&w U  ÷ v w ds - G i K v R  bq ?  
 K . K g x ©i w b‡ q v M `v b   
 L. K g x ©i  c Öw kÿ Y  
 M. K g x ©i c `v q b  
 N . K g x ©i R b¨ A _ ©v q b  
 
4 . ‡ K v b&w U ‡ K  e ¨e ’̄v c bv i c Öv Y  e j v  n q ? 
 K . w bq š ¿Y  
 L. A _ ©v q b  
 M. K g x ©ms ’̄v b  
 N . e ¨e üZ  hš ¿v w `|  
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Kgx©msMÖn 
Recruitment 

 
D‡Ïk¨ 

G cvV †k‡l   
• K g x ©ms MÖn  m ¤ú w K ©Z  av iY v  eY © bv  K i‡ Z  c v i‡ e b|  
• K g x ©ms MÖ‡ n i bv bv w ea c ×w Z i w e e iY  w `‡ Z  c v i‡ e b|  

 
Kg©xmsMÖn c`evP¨wUi A_© (Meaning of the Term Recruitment)  
c Öw Z ô v ‡ b w b‡ q v M`v ‡ bi D‡ Ï‡ k ¨ m ¤¢v e ¨ K g ©x ‡ `i Luy‡ R  †e i K i v  G es  Z v ‡ `i‡ K  K ‡ g© A v K …ó  Kiv i c Öw µq v ‡ K  K g ©x  ms MÖn 
e ‡ j | K g ©x ms MÖn G K w U  `x N © c Öw µq v | Z v B  K g ©x ms MÖn  c Öw µq v q  e ¨e ’̄v c K ‡ ` i‡ K  A ‡ bK  m g q  w `‡ Z  n q |  

c Öw Z ô v ‡ b `ÿ  I D`¨g x  K g ©x e v w n bx  M‡ o  †Z v j v i j ‡ ÿ ¨ Dc hy ³  K g ©x  †K v _ v q  cv Iq v  hv ‡ e Zv  A bym Üv b K i‡ Z  n q  G es 
c ÖPv i- c ÖPv iY v i g v a¨‡ g Z v ‡ ` i‡ K  c Öw Z ô v ‡ bi c Öw Z  A v K …ó  K i‡ Z  n q | G w U B  g ~j Z : K g ©x ms MÖn | G e v i A v m yb,  
K g ©x ms MÖn  m ¤ú ‡ K © ỳÕ R b †j L‡ K i ms Á v  †R ‡ b w bB |  

1. A v i. Wv w eøD. w M Öw db (R.W. Grifin)-G i g ‡ Z , Ò k~b ¨ c ‡ ` Dc hy³  e ¨w ³ ‡ `i A v ‡ e `‡ bi R b¨ A v K …ó  K iv i  
c Öw µq v B  K g ©x ms MÖn Ó (Recruiting is the process of attracting qualified persons to apply for the jobs that 

are open) 
2. G WDB b w e. w d¬‡ à v  (Edwin B. Flippo)- G i g ‡ Z , ÒK g©x ms MÖn  G g b G K w U cÖw µq v  hv i g v a¨‡ g m ¤¢v e ¨ K g ©x ‡ ` i 

Luy‡ R  † e i  K ‡ i Z v ‡ ` i‡ K  c Öw Z ô v ‡ bi K v ‡ h©i  R b¨ A v ‡ e ` b  K i‡ Z  A byc Öv w Y Z  K iv  n q Ó (Recruitment is the 

process of searching for prospective employees and stimulating them to apply for jobs in the 

organisation) 

Dc ‡ i i A v ‡ j v Pbv  †_ ‡ K  A v g i v  e j ‡ Z  c v w i, ‡ h  c Öw µq v i g v a¨‡ g Dc hy³  Dr m †_ ‡ K  †hv M ¨, D` ¨g x  I m ¤¢v e bv g q  K g ©x  
A bym Üv b K ‡ i c Öw Z ô v ‡ bi K ‡ g ©  w b‡ q v M j v ‡ f i R b¨  A byc Öv w Y Z  K iv  n q , Z v ‡ K  K g ©x  ms MÖn  e ‡ j | 

Kg©xmsMÖ‡ni Drm (Sources of Recruitment) 

c Öw Z ô v ‡ bi R b¨ c Ö‡ q v R bx q  †h v M¨ I D`¨ g x  K g ©x  ms MÖn  K iv i D‡ Ï‡ k¨ e ¨e ’̄v c K ‡ K  w e w fbœ  Dr ‡ m i m Üv b K i‡ Z  n q | 
K g ©x ms MÖ‡ n i R b ¨ m v av iY Z  ỳÕ ai‡ bi Dr m e ¨e n v i  K iv  n q |  

K. Af¨šÍixY Drm (Internal sources)t  cÖw Z ô v ‡ b K g©x ‡ `i c ‡ `v bœw Z , A e m i e v  g „Z z¨R w bZ  k~b¨ c ‡ ` c Öw Z ô v ‡ bi  
A f¨š Íix Y  K g ©x ‡ `i g a¨ †_ ‡ K  c ` c ~iY  K iv  n ‡ j  Z v  A f¨š Íix Y  Dr m bv ‡ g c w iw PZ | G wU ‡ K  A f¨š Íix Y  K g x ©ms ’̄v b 
bv ‡ gI A w fw n Z  K iv  n q | †m v R v  K _ v q , cÖw Z ô v ‡ b K g©iZ  K g ©x ‡ `i w fZ i †_ ‡ K  ‡ K v b w e Á v w c Z  c ‡ ` †j v K  w b‡ q v M  

†`q v  n ‡ j  Z Lb c Öw Z ô v b w b‡ R B  K g ©x  ms MÖ‡ n i Dr m n ‡ q  hv q |  

L. evwn¨K Drm (External sources)t A f¨š Íix Y  Dr m †_ ‡ K  K g ©x  ms MÖn  bv  K ‡ i A b¨ † K v b Dr m †_ ‡ K  K g ©x  ms MÖn  
K iv  n ‡ j  Z v ‡ K  e v w n ¨K  Dr m e j v  n q | 

Kg©xmsMÖ‡ni c×wZ (Methods of Recruitment) 

Dw j øw LZ  ỳw U  Dr m ‡ _ ‡ K  †hm e  c ×w Z ‡ Z  K g ©x  ms MÖn  K iv  n q  Z v i w e Í̄v w iZ  w e e iY  w b‡ P †`q v  n ‡ j v t   

K. Af¨šÍixY Drm †_‡K Kg©xmsMÖ‡ni c×wZ 

1. c ‡ `v bœw Z  (Promotion)t  c Öw Z ô v ‡ bi Dc ‡ ii Í̄‡ i †K v b c ` k~b¨ n ‡ j  e v  m „w ó  n ‡ j  e Z©g v b K g ©x ‡ `i ga ¨ †_ ‡ K 
c ‡ `v bœw Z  w `‡ q  †m c ` c ~ iY  K iv  n q | 

cvV-5.2 
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2 . e Z ©g v b K g ©x ‡ `i m yc v w ik (Recommendations of existing employees)t  c Öw Z ô v ‡ b e Z©g v ‡ b K g ©iZ  K g ©K Z ©v -
K g ©Pv ix ‡ ` i e Üz- e v Üe,  A v Z ¥ x q - ¯̂R b  w K s e v  Z v ‡ `i m yc v w i‡ k i w fw Ë ‡ Z  K L‡ bv  K L‡ bv  c Öw Z ô v ‡ bi K g ©x  ms MÖn  K iv  
n q | 

3 . kÖw g K  ms ‡ N i m yc v w ik (Recommeddations of trade union)t  † hm e e „n r  e v  g v Sv w i A v q Z ‡ bi c Öw Z ô v ‡ b kÖw g K  ms N 
_ v ‡ K , ‡ mLv ‡ b kÖw g K  ms ‡ N i  K g ©K Z ©v ‡ `i m yc v w i‡ k i w fw Ë ‡ Z I A ‡ bK  c Öw Z ô v ‡ b k~ b¨ c `  c ~ iY  K iv  n q |  
 

L. evwn¨K Drm †_‡K Kg©xmsMÖ‡ni c×wZ 
1. weÁvcb (Advertisement) t A ‡ bK  c Öw Z ô v b ˆ`w bK  mse v `c Î , I‡ q e m v B U , †iw WI- ‡ U w j w fkb B Z ¨v w `‡ Z  

w e Á v c b c ÖPv ‡ ii g v a¨‡ g K g ©x ms MÖ‡ n i D‡ ` ¨v M † bq | c ‡ i A v ‡ e `bK v ix ‡ ` i g a¨ n ‡ Z  c ix ÿ v i g v a¨‡ g c Öw Z ô v ‡ bi  
R b¨ c Ö‡ q v R bx q  K g ©x  w be ©v Pb K ‡ i|  

2 . PvKwi-mÜvbx (Job seekers) t A ‡ bK  Pv K w i- m Üv bx  w e w fbœ c Öw Z ô v ‡ b ( A v n e v b bv  K iv  m ‡ Ë ¡I)  A v ‡ e `b c Î  R g v  
†`q | D³  c Öw Z ô v b Pv K w i c Ö Z ¨v kx ‡ `i G K w U  c ¨v ‡ bj  ˆZ w i K ‡ i|  c Öw Z ô v ‡ b K g ©x i c Ö‡ q v R b n ‡ j  †m Lv b †_ ‡ K  
K g ©x  ms MÖn  K iv  n q |  

3 . Kg©xmsMÖnKvix cÖwZôvb (Recruitment agencies)t w iµzw U s  G ‡ R › U  Pv K zw i c ÖZ ¨v kx ‡ ` i  c ix ÿ v - w b ix ÿ v  K ‡ i 
G K w U  c ¨v ‡ bj  ˆZ w i K ‡ i iv ‡ L| †K v b c Öw Z ô v ‡ bi K g x © c Ö‡ q vR b n ‡ j  K w g k‡ bi w e w bg ‡ q  wiµzw U s  G ‡ R › U - G i K v Q  
†_ ‡ K  c Ö‡ q v R bx q  K g ©x  ms MÖn  K i‡ Z  c v ‡ i |  

4 . wek¦we`¨vjq I K‡jR (University & College)t bv g K iv  w e k¦w e `¨v j q  I K ‡ j R  †_ ‡ K  †gav e x  I †hv M¨ 
w kÿ v _ ©x ‡ `i‡ K  e o  e o  c Öw Z ô v ‡ bi c ÿ  †_ ‡ K  Pv K w i c Ö̀ v ‡ bi  c Ȫ Ív e K iv  n q | c Ö Í̄v ‡ e m ¤§ Z  n ‡ j  c o v ‡ kv bv  †k l  
K ‡ i D³  w kÿ v _ ©x iv  ms w køó  c Öw Z ô v ‡ bi K ‡ g © w b‡ q v w R Z  n ‡ q  _v ‡ K |  

5. ‡id‡ij (Referral)t cÖw Z ô v‡ b w b‡ q v w R Z  K g ©x  I Z v ‡ `i  e Üz- e v Üe  K Z …©K  m yc v w ik K iv  e ¨w ³ iv I c Öw Z ô v ‡ b 
w b‡ q v ‡ Mi j ‡ ÿ ¨ m ¤¢v e ¨ c Öv _ ©x  w n ‡ m ‡ e A š Íf©y³  n ‡ Z  c v ‡ i|  

6. e„wËg~jK cÖwkÿY †K› ª̀ (Vocational training institutes)t e „w Ë g ~j K  c Öw kÿ Y  †K › ª̀m g ~ n  K g ©x ms MÖ‡ n i G K w U  
A b¨Z g Dr m| G  m K j  †K ‡ › ª̀  w e w fbœ †U ª‡ W c Öw kÿ Y c Öv ß  e ¨w ³ ‡ `i g a¨ †_ ‡ K  K g ©x  ms MÖn  K iv  hv q |  

 

 wkÿv_©xi KvR K g x ©ms ’̄v ‡ bi  4 w U  e w n : Dr ‡ m i  w e e iY  A v c bv i  Lv Z v q  w j Lyb | 

 

 mvims‡ÿc:  

÷ v w ds  e v  K g ©x ms ’̄v b K _ v w U  ï ayg v Î  K g x © ms MÖn  K iv i m v ‡ _ B  m ¤ú „ ³  bq  e is  ms MV ‡ b i † K v b& c h©v ‡ q  †K v b& g v ‡ b i  
K Z  ms L¨K  K g x © c Ö‡ q v R b Z v  w ba©v iY  K iv  †_ ‡ K  ï iæ K ‡ i K g x © w b‡ q v M, K g x © c Öw k¶ Y  I K g x © c w iPv j bv  ms µv š —  
K v ‡ h©i m e U v B  K g x ©ms ’̄v ‡ bi m v ‡ _  m ¤ú „³ | K g x ©ms MÖn  c ÖK …Z c ‡ ÿ  m ¤¢v e ¨ K g x © Ly‡ R  †e i  K iv i c š ’v | c Öw Z ô v ‡ b 
w b‡ q v M`v ‡ b i D‡ Ï‡ k¨ m ¤¢v e ¨ K g ©x ‡ `i Luy‡ R  †e i K iv  G es  Z v ‡ `i‡ K  K ‡ g © A v K…ó  K iv i c Öw µq v ‡ K  K g©x ms MÖn  e ‡ j | 
K g ©x  w be ©v Pb  e j ‡ Z  bZ zb K g x ©  w b‡ hv M  K iv i  c Öw µq v ‡ K  e y Sv q |  c Öw k¶ Y  n ‡ j v  G g b  G K w U  w k¶ v  hv i  g v a¨‡ g  K g x ©‡ ` i  

`¶ Z v  I ¶ g Z v  e „w × K iv  n q | c Öw Z ô v ‡ bi R b¨ c Ö‡ q v R bx q  †hv M¨ I D `¨g x  K g ©x  ms MÖ n  K iv i D‡ Ï‡ k¨ K g ©x  
e ¨e ’̄v c K ‡ K  w e w fbœ  Dr ‡ m i  m Üv b K i‡ Z  n q | c Öw Z ô v ‡ bi m ¤ú ªm v iY , c ‡ `v bœw Z , A e m i e v  g „Z z¨R w bZ  k~b ¨ c ‡ `  

c Öw Z ô v ‡ bi A f¨š Í ix Y  K g ©x ‡ ` i  ga¨  †_ ‡ K  G  c ` c ~ iY  K iv hv q | A f¨š Í ix Y  Dr m †_ ‡ K  K g ©x  ms MÖn  bv  K ‡ i A b¨  
†K v b Dr m †_ ‡ K  K g ©x  ms MÖn  K iv  n ‡ j  Z v ‡ K  e v w n ¨K  Dr m e j v  n q | 
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cv‡VvËi g~j¨vqb-5.2  

 

 

mwVK DË‡ii cv‡k wUK& (√√√√) wPý w`b- 
1.  K g x © ms MÖ‡ n i c Ö av b Dr m K q w U ? 
 K . 01w U  L. 02 w U  
 M. 0 3 w U  N . 04 w U  
 
2 . ‡ K v b& Dr m †_ ‡ K  K g x © ms MÖn  K iv  n ‡ j  Z v  e ¨q  m v kÖq x  n ‡ e?  
 K . A f¨š Íix Y  L. † idv iv j  
 M. w e Á w ß i  N . Dc ‡ i i m e K w U |  
 
3 . †K v b&w U  K g x © ms MÖ‡ n i Dr m bq ? 
 K . w e Á v c b L. w i µzU ‡ g › U  G ‡ R w Ý  
 M. ÷ K  G · ‡ PÄ  N . e „w Ë g ~j K  c Öw kÿ Y c Î  
 
4 . ‡ K v b w e k¦w e `¨v j ‡ q i w kÿ v _ x ©‡ `i c o v ï bv  †k‡ l K v ‡ R  †hv M `v ‡ bi c Ö Í̄v e K iv  n ‡ j  †m w U  †K v b& ai‡ bi K g x ©ms ’̄v b 

n ‡ e? 
 K . A f¨š Íix Y  L. e v w n ¨K  
 M. A f¨š Íix Y  I  e v w n ¨K  N . Dc ‡ i i m e K w U B |  
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Kgx© wbe©vPb c×wZ 
Employee Selection Methods 

 

 
D‡Ïk¨ 

G cvV †k‡l   
• K g x © w be ©v Pb c ×w Z  eY ©bv  K i‡ Z  c v i‡ e b|  
• e v s j v ‡ `‡ k K g x © w be ©v Pb c ×w Z i A e ’̄v  e ¨v L ¨v  K i‡ Z  c v i‡ e b | 

 
Kg©x wbe©vPb (Selection of Employee) 

K g ©x  w be ©v Pb  e j ‡ Z  †K v b c Öw Z ô v ‡ b bZ zb  K g ©x  w b‡ q v M`v ‡ b i c Öw µq v ‡ K  e ySv q | A _ ©v r  c Öw Z ô v ‡ b w b‡ q v M`v ‡ bi  D‡ Ï‡ k ¨  
w bw ©̀ó  w bq g- bx w Z  A bym iY  K ‡ i m ¤¢v e ¨  K g ©x ‡ ` i ga ¨ †_ ‡ K  † h v M¨ K g ©x  e v Q v B  K v h©µg ‡ K B  K g ©x  w be ©v Pb e ‡ j |  

m ¤¢v e ¨ K g ©x ‡ ` i Luy‡ R  †e i K ‡ i Z v ‡ `i †hv M¨Z v , `ÿ Z v , A w fÁ Z v , e yw ×g Ë v , D`¨g, kv i x w iK  m y ’̄Z v  B Z ¨v w ` w e lq 
c ix ÿ v - w bix ÿ v  K ‡ i K g ©x ‡ ` i  c Öw Z ô v ‡ b w b‡ q v M †`q v  n q| w b‡ q v M`v ‡ b i j ‡ ÿ  DË g K g ©x  e v Q v B ‡ q i R b¨ †hm e  
K v h©c ×w Z  MÖn Y  K iv  n q  Z v i m v g w MÖK  c Öw µq v B  K g ©x  w be ©v Pb| D‡ j ø L¨, c ‡ `v bœw Z , e `w j , e w n ® ‹ v i, Q u v U v B  B Z ¨vw ` †h 
K v ‡ R i K v ‡ R i m v ‡ _ I K g ©x  w b e ©v Pb c Öw µq v  R w o Z | K g ©x  w be © v Pb m ¤ú ‡ K © ỳw U  ms Á v  w b‡ P † `Iq v  n j  :  

1. f¨v b  w d¬U  (Van Fleet) G i g ‡ Z , ÒK g ©x  w be ©v Pb  n ‡ ” Q  m ¤ ¢v e ¨ c Öv _ ©x ‡ `i g a¨ n ‡ Z  m ‡ e ©v Ë g K g ©x  e v Q v B ‡ q i c Öw µq v Ó  
(Selection is choosing the best people for the job)| 

2 . A v i. G g. n W‡ MU m & (R.M. Hodgetts) G i g ‡ Z , Ò K g ©x  w be ©v Pb G g b G K w U  c Öw µq v  hv i g v a¨‡ g G K w U  c Öw Z ô vb 
†K v b c ‡ ` i R b ¨ A v ‡ `e bK v i x ‡ `i g a¨ n ‡ Z  m ‡ e ©v Ë g c Öv _ ©x ‡ `i‡ K  e v Q v B  K ‡ iÓ  (Selection is the process in 

which an enterprise chooses the applicants who best meet the criteria for the available positions)| 

Dc ‡ i i A v ‡ j v Pbv  †_ ‡ K  e j v  hv q , c Öw Z ô v ‡ b w b‡ q v ‡ Mi D‡ Ï ‡ k¨ w bw ©̀ó  ix w Z - c ×w Z  A byhv q x  K g©x ‡ `i c ix ÿ v - w b ix ÿ v  
K ‡ i †hv M ¨ K g ©x  e v Q v B  K iv i  c Ö w µq v ‡ K  K g ©x  w be ©v Pb e ‡ j |  

 
evsjv‡`‡ki wkí cÖwZôv‡b Kg©x wbe©vPb c×wZ  
(Employee Selection Methods in the Industrial Enterprises in Bangladesh) 

K g ©x  w be ©v P‡ b i R b¨  c Öw Z ô v b‡ K  K Z K ¸‡ j v  K v h©K i c `‡ ÿ c  MÖn Y  K i‡ Z  n q | Z ‡ e G  R b ¨ †K v b&  †K v b&  c `‡ ÿ c  †e w k  
K v h©K ix  Z v  c Öw Z ô v ‡ bi  c ÖK …w Z i Dc i w b f© i K ‡ i| c Öw Z ô v ‡ b K g ©x ms MÖn  I w be ©v P‡ bi  R b¨  m v av iY Z  w b‡ P i  

c `‡ ÿ c m g ~n  A bym iY  K iv  n ‡ q  _ v ‡ K t 

cvV-5.3 
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  1 
1 A v ‡ e `bc Î  A v n Ÿ v b  

                   2  

2  A v ‡ e `bc Î  MÖn Y  

                        3  

3  A v ‡ e `bc Î  e v Q v B K iY  

                         4  

4  e v Q v B K…Z  c Ö_ ©x ‡ `i Z v w j K v  ˆZ w iK iY  

                                5    

5 c Öv _ w g K  e v Q v B  c ix ÿ v  MÖn Y  

                                      6  

6 w j w LZ  c ix ÿ v  MÖn Y  

                                           7  

7  g b Í̄v w Ë ¡K  c ix ÿ v  MÖn Y  

                                              8  

8  m v ÿ v r K v i MÖn Y  

                                                 9    

9 ¯̂v ’̄̈  c ix ÿ v  

                                               10  

 10  P~o v š Í w be ©v Pb I w b‡ q v M`v b  

1. Av‡e`bcÎ AvnŸvb (Inviting application)t  cÖw Z ô v b Z vi c Ö‡ q v R b A byhv q x  w e w fbœ k~ b¨c ` c ~i‡ Y i D‡ Ï‡ k¨  
c w Î K v , †iw WI- w U w f e v  I‡ q e m v B ‡ U  w e Á w ß  †`q | w e Á w ß ‡ Z c ‡ `i ms L¨v , †hv M¨Z v , A w f Á Z v  B Z ¨v w ` w e lq v e wj 
G es  †K v b †K v b †ÿ ‡ Î  †e Z b - ‡ ¯‹ j I D‡ j ø L _ v ‡ K | A ‡ bK  m g q  c ‡ `i m v ‡ _  m ¤ú w K ©Z  c y‡ iv  `v q - `v w q Z I¡ w j ‡ L 
†`Iq v  n q |  

2 . Av‡e`bcÎ MÖnY (Receiving applications)t  K g©x  w be ©v P‡ bi w ØZ x q  av ‡ c  cÖv _ ©x ‡ `i K v Q  †_ ‡ K  A v ‡ e `bc Î  MÖn Y 
K iv  n q | m v av iY Z  e „n r  c Öw Z ô v b¸‡ j v  G K w U  w ba©v w iZ  A v ‡ e `b dig  (application form)  c Ö̀ v b K ‡ i|  c Öv _ ©x iv  
Z v  c ~iY  K ‡ i c Öw Z ô v ‡ b R g v  †`q | m v av iY Z  A v ‡ e `bc ‡ Î i m v ‡ _  c Ög v Y ¯̂iƒc  w K Q z `w j j c Î  ( ‡ hg b m v w U ©w d‡ K U , 
g v K ©kx U /‡ MÖ Wkx U , †U w ÷ ‡ g v w bq v j  B Z ¨v w `i d‡ U v K w c )  R g v  †bIq v  n q | w b‡ P Pv K w ii A v ‡ e `bc ‡ Î i G K w U  m n R 
byg bv  c Ö `v b K iv  n j t  
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PvKwii Av‡e`bcÎ 
         Z v w iL t ........... ............ .... .. 
A v ‡ e `bK …Z  c ‡ ` i bv g t . ...... ................. .......... .. ........ ................. ............ ........ ................. .......  
e ¨w ³ MZ  Z _ ¨v e w j 
bv g t .......... ............ ........ ................. ............ ........ ................. ............ ........ ................. ......  
w c Z v i bv g t ........... ........... ................. .. .......... ........ ................. ............ ........ ................. ......  
g v Z v i bv g t ..... ............ ..... ................. .. .......... ........ ................. ............ ........ ................. ......  
e Z ©g v b w V K v bv  t .............. ... ................. ... ......... ........ ................. ............ ........ ................. .......  

’̄v q x  w V K v bv  t ................. ... ................. . ........... ........ ................. ............ ........ ................. ......  
R b¥ Z v w iL t . ............ ......... ............... ˆe e v w n K  A e ’̄v  t . ................. ...... R v Z x q Z v  t ....... .......... ......  
w kÿ v MZ  †hv M¨Z v  t .... .......... ................. ...... ...... ........ ................. ............ ........ ................. ......  

 
 w kÿ v  c Öw Z ô v b/‡ e v ‡ W©i bv g  c ix ÿ v i bv g  c v ‡ m i e Q i  w e fv M/‡ kªw Y /w R w c G /w m w R w c G 
 - - - - - - - - - - - - - -   - - - - - - - - - - - - - - -   - - - - - - - - - - - - - -   - - - - - - - - - - - - - -  
 - - - - - - - - - - - - - -   - - - - - - - - - - - - - - -   - - - - - - - - - - - - - -   - - - - - - - - - - - - - - -  
 - - - - - - - - - - - - - -   - - - - - - - - - - - - - - -   - - - - - - - - - - - - - - -   - - - - - - - - - - - - - - -  
c ~e © A w fÁ Z v  ( hw ` _ v ‡ K )  t ..................... ......... ... ........ ................. ............ ........ ................. ..........  
†idv ‡ iÝ  t  ( A v Z ¥ x q  bq  G g b  ỳÕ R b e ¨w ³ i bv g I †hv Mv ‡ hv ‡ Mi w V K v bv )  
1|  
2 | 
 ¯̂v ÿ i  
 Z v w iL: ......... ........... ...  

3 . Av‡e`bcÎ evQvBKiY (Sorting of applications)t cÖv _©x i A v ‡ e `bc Î  c v Iq v i c i †m ¸‡ j v ‡ K  e v Q v B K iv  n q | 
G Lv ‡ b D‡ j øL ¨ † h, c Öv _ x ©‡ K  A e k¨B  w e Á v c ‡ bi  kZ ©  c ~iY  K i‡ Z  n ‡ e|  Z v B  A v ‡ e ` bK v ix  m e  Z _ ¨ c w i‡ e k b  
K ‡ i‡ Q  w K bv , w e Á v c ‡ b D‡ jøw LZ  kZ © A byhv q x  A v ‡ e `b K iv  n ‡ q ‡ Q  wK bv , A v ‡ e `bc Î  m w V K  m g ‡ q  †cÖiY  K ‡ i‡ Q  
w K bv  B Z ¨v w ` w e lq  e v Q v B  c ‡ e © †`Lv  n q | fzj Î æw U  _ v K ‡ j  A v ‡ e `bc Î  e v w Z j  K ‡ i † `q v  n q | 

4 . evQvBK…Z cÖv_©x‡`i ZvwjKv ˆZwi (Short-listing of candidates)t  G  c h©v ‡ q  †hm e c Öv _ ©x i A v ‡ e `bc Î  m w V K 
c v Iq v  hv q  Z v ‡ `i G K w U  Z vw jK v  ˆZ w i K iv  n q | G  Z v w jK v i w fw Ë ‡ Z  c Öv _©x ‡ `i w j w LZ  c ix ÿ v / c Ö̈ v K w U K ¨v j  †U ÷ 
e v  A b¨v b¨   c Ö‡ q v R bx q  c ix ÿ v  I m e ©‡ k‡ l ‡ g Š w LK  c ix ÿ v  †b q v i e ¨e ’̄v  MÖn Y  K iv  n q |  

5. cÖv_wgK-evQvB cixÿv MÖnY (Preliminary test)t  G  c h©v ‡ q  c Öv _ ©x  e v Q v B  - G i R b¨  G K w U  ms w ÿ ß  c ix ÿ v  MÖn Y  
K iv  n q | c Öv _ w g K  c h©v ‡ q  hv iv  w U K ‡ Z  c v ‡ i bv , Z v ‡ ` i c Öv w _©Z v  G  c h©v ‡ q B  e v w Z j  K‡ i †`q v  n q | G ‡ ` i‡ K  
w j w LZ  c ix ÿ v q  A s kMÖn Y  K i v i m y‡ hv M † `q v  n q  bv |  e v s j v ‡ `k m iK v w i K g ©K w g k b ( c v e w j K  m v w f©m K w g kb)  

G iƒc  c ix ÿ v  MÖn Y  K ‡ i _ v ‡ K |  
6. wjwLZ cixÿv MÖnY (Written test)t  K g©x  w be ©v P‡ bi c Öw µ q v i G  c h©v ‡ q  c Öv _ ©x ‡ `i w j w L Z  c ix ÿ v  †bq v  n q | G  

c ix ÿ v i g v a¨‡ g c Öv _ ©x i fv lv M Z  Á v b, fv e c ÖK v ‡ k i `ÿ Z v , m v e ‡ R ±  w e lq K  Á v b B Z ¨v w ` hv Pv B  K iv  n q | 
7. gb Í̄vwË¡K cixÿv (Psychological test)t G  c h©v ‡ q  m v av iY Z  Pv i iK ‡ g i g b Í̄v w Ë ¡K  c ix ÿ v  †bq v  n q  ( K ) 

e yw ×g Ë v  c ix ÿ v  (Intelligence test), ( L)  g ‡ bv e „w Ë c ix ÿ v  (Aptitude test), ( M)  `ÿ Z v  c ix ÿ v  (Attainment 

test) G es  e ¨w ³ Z¡ c ix ÿ v  (Personality test)| G  c ix ÿ v i g v a‡ g c Öv _ x ©i (Smartness)  hv Pv B  K iv  hv q | 
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8 . ‡gŠwLK cixÿv (viva voce) ev mvÿvrKvi MÖnY (Interview)t w be©v Pb c Öw µq v q  m v ÿ v r K v i MÖn Y  c ×w Z  
e û j fv ‡ e e ¨e üZ  n q | G i  g v a¨‡ g m v g bv m v g w b K _ v  e ‡ j  c Öv _ ©x i K _ v  e j v i ÿ g Z v , fv e c ÖK v ‡ ki  fw ½,  
A v j v c Pv w iZ v i a ib, e ¨w ³ Z ¡ B Z ¨v w ` hv Pv B  K iv  hv q |  

9. ¯̂v ’̄̈  cixÿv (Medical test)t A ‡ bK  c Öw Z ô v b c Öv _©x ‡ `i P~o v š Í w be ©v P‡ bi c ~‡ e © kv ix w iK  c i x ÿ v  MÖn Y  K ‡ i _ v ‡ K | 
c Öv _ ©x ‡ `i m y ’̄Z v  (Fitness) hv Pv B ‡ q i R b¨ w m w fj  m v R ©b e v  c Öw Z ô v b K Z©„K  w ba©v w iZ  Wv ³ v i w `‡ q  c Öv _ x©i kv ix w iK  
c ix ÿ v  K iv  n q |  

10. P~ovšÍ cÖv_©x wbe©vPb I wb‡qvM`vb (Final selection and placement)t Dc ‡ ii c Öw µq v  †k‡ l †hm e c Öv _ ©x  †hv M¨ 
Z v ‡ `i‡ K  P~o v š Ífv ‡ e w be ©v w PZ  K ‡ i c Öv w _ ©Z  c ‡ ` w b‡ q v M †`q v  n q | A v i w b‡ q v M`v ‡ b i g v a¨‡ g K g x © w be ©v Pb c Öw µq v  

†kl  n q | 

Kg©xmsMÖn I Kg©x wbe©vP‡bi g‡a¨ cv_©K¨ (Differences Between Recruitment and Selection of Employees) 

c Öw Z ô v ‡ b w b‡ q v M`v ‡ bi j ‡ ÿ ¨  c Öw Z fv e v b, D`¨g x  I m ¤¢v e bv g q  K g ©x  Luy‡ R  †e i K ‡ i Z v ‡ `i‡ K  Pv K w i‡ Z  Dr m v w n Z 
K iv i R b¨ †h c Öw µq v  e v  c ` ‡ ÿ c  MÖn Y  K iv  n q , Z v ‡ K  Kg ©x ms MÖn  e ‡ j | A b¨w `‡ K  c Öw Z ô v ‡ bi w e w fbœ K v ‡ R i R b¨  

c Öw Z fv e v b I D`¨g kx j  K g ©x ‡ `i ga ¨ n ‡ Z  w e w fbœ c ix ÿ v i g v a¨‡ g h‡ _ v c hy³  K g ©x  e v Q v B K iv B  K g ©x  w be©v Pb| ÔK g ©x  
ms MÖn Õ  I ÔK g ©x  w be ©v PbÕ  kã ỳ‡ U v  c Öv q  G K B A ‡ _© e ¨e üZ  n ‡ j I Df‡ q i g ‡ a¨ h‡ _ ó  c v _ ©K ¨ w e `¨g v b| G ¸‡ j v  w b‡ P 
A v ‡ j v Pbv  K iv  n j t  

cv_©‡K¨i welq Kg©x msMÖn Kg©x wbe©vPb 
1 . ms Á v MZ  c Öw Z ô v ‡ b w b‡ q v ‡ Mi D‡ Ï‡ k ¨ m ¤¢v e ¨ K g ©x ‡ ` i 

Luy‡ R  †e i K ‡ i Z v ‡ ` i‡ K  K ‡ g © A byc Öv w Y Z  
K iv i c Öw µq v ‡ K  K g ©x  ms MÖn  e ‡ j | ỳ‡ U v  Dr m  
n ‡ Z  K g ©x  ms MÖn  K iv  n q | h_ v -  A f¨š Íix Y  
Dr m I e v w n ¨K  Dr m|  

c Öw Z ô v ‡ b w b‡ q v M`v ‡ bi D ‡ Ï‡ k¨ w bw ©̀ó  
w bq g bx w Z  A bym iY  K ‡ i m ¤¢v e ¨ K g ©x ‡ `i ga¨  

†_ ‡ K  †hv M¨ I D `¨g x  K g ©x  e v Q v B  K v h©µg ‡ K  
K g ©x  w be ©v Pb e ‡ j | K g ©x  w be ©v P‡ bi †ÿ ‡ Î  

c „_ K  †K v b Dr m † bB | w be ©v P‡ b †hm e  
A v ‡ e `bc Î  M Ön Y  K iv  n ‡ q ‡ Q  †m¸‡ j v  n ‡ Z 
`ÿ  K g ©x  e v Q v B  K ‡ i † bq v  n q | 

2 . c h©v q  K g ©x ms MÖn  K g x © w be ©v P‡ b i c ~e ©e Z x © av c |  K g ©x  w be ©v Pb K g ©x ms M Ö‡ n i c ‡ i i av c |  
3 . D‡ Ïk¨  c Öw Z ô v ‡ bi K g ©x i Pv w n `v  c ~i Y  K iv i j ‡ ÿ  

m ¤¢v e ¨ K g ©x  Luy‡ R  †e i K iv |  
m ¤¢v e ¨ K g ©x ‡ ` i g a¨ n ‡ Z  † hv M¨ K g ©x  Luy‡ R  

†e i K iv i c i Z v ‡ ` i‡ K  h_ v h_  c ‡ ` w b‡ q v M 
†`Iq v |  

4 . c Öv w Z ô v w bK  
`v q - `v w q Z ¡ 

K g ©x ms MÖn  c Öv _ w g K  c h©v ‡ q i  K v R  n Iq v q  
c Öw Z ô v ‡ bi †K v b †Z g b A v w _ ©K  I m v g v w R K   
`v q - `v w q ‡ Z ¡i m „w ó  n q  bv | 

w be ©v w PZ  K g©x ‡ `i w b‡ q v M `v ‡ b i  c i c Öw Z ô v ‡ bi 
A v w _©K  I m v g v w R K  `v q - `v w q ‡ Z ¡i m „w ó  n q | 

5. w e Í̄…w Z  K g ©x ms MÖ‡ n i c w im ‡ i m ¤ ¢v e bv g q  I Dc hy³  
K g ©x MY  A š Íf©y³  n q |  

K g ©x  w be ©v P‡ b i A v IZ v q  Z v ‡ `i ga¨  n ‡ Z  
†hv M¨ K g ©x iv B  A š Íf©y³  n ‡ q  _ v ‡ K | 

6. c Öw µq v i a ib  bZ zb K g ©x  w b‡ q v ‡ Mi †ÿ ‡ Î  K g ©x  ms MÖn  K iv  
n q | 

c Öv _ w g K  w b‡ q v M, c ‡ `v bœw Z , e `w j , e i Lv Í̄ , 
c `v e bw Z  B Z ¨v w ` hv e Z x q  we lq  †e v Sv ‡ bv i  
R b¨ K g ©x  w be ©v P b K iv  n q | 

7. A v byô v w bK Z v  G w U  w K QzU v  A bv byô v w bK |  G ‡ Z  †e w k A v byô v w bK Z v  c v j b K i‡ Z  n q | 
8 . c ÖK …w Z G  c Öw µq v q  ms M„n x Z  K g©x ‡ `i g a¨ n ‡ Z  

m ¤¢v e ¨ K g ©x  w be ©v Pb K iv  n q  w eav q  G w U  K g ©x 
w be ©v P‡ b i w fw Ë w n ‡ m ‡ e K v R  K ‡ i|  

G  c Öw µq v q  ms M„n x Z  K g©x ‡ `i g ‡ a¨ †_ ‡ K  
†hv M¨ I `ÿ  K g ©x ‡ `i e v Q v B  K iv  n q | m yZ iv s 
K g ©x  w be ©v Pb K g ©x ms MÖn  c Öw µq v i P~o v šÍ 

c w iY w Z | 
9. c ix ÿ v  K g ©x ms MÖn  c Öw µq v i g v a¨‡ g ï ayg v Î  c Öv _ ©x i  

A v MÖn  hv Pv B  K iv  n q |  
K g ©x  w be ©v P‡ b i g v a¨‡ g  c Öv _ ©x i †hv M¨Z v , 

`ÿ Z v , D`¨g  B Z ¨v w ` c ix ÿ v  K iv  n q | 
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Dc ‡ i i A v ‡ j v Pbv  n ‡ Z  G K _ v e j v  †h, K g ©x ms MÖn  I K g ©x  w be ©v Pb ỳ‡ U v  m ¤ú ~Y © w fbœ w e lq  n ‡ j I c i¯ú i w bf© ikx j |  
K g ©x  w be ©v P‡ bi D‡ Ï‡ k¨ c Ö_ ‡ g K g ©x  ms MÖn  K iv  n q G es c ‡ i ms MÖn x Z  K g©x ‡ `i g a¨ †_ ‡ K  c Öw Z ô v ‡ bi c Ö‡ q v R b A byhv q x 
K g ©x  w b‡ q v M †`q v  n q |  

 

 wkÿv_©xi KvR A v c bv i Á v b hv Pv B  K iv i  R b¨ K g x © w b‡ q v M c Öw µq v i 10 w U  c `‡ ÿ c  
av iv e v w n K fv ‡ e Lv Z v q  w j Lyb|  

 

 mvims‡ÿc:  

K g ©x  w be ©v Pb  e j ‡ Z  †K v b  ms M V ‡ b bZ z b K g ©x  w b‡ q v M`v ‡ b i c Öw µq v ‡ K  e ySv q | K g ©x  w b e ©v P b c Öw Z ô v ‡ bi  R b¨  G K w U  
A Z ¨š Í ¸iZ ¡c ~Y © w e lq |  c Öw Z ô v ‡ b w b‡ q v M`v ‡ bi  j ‡ ÿ  c Öw Z fv e v b, D `¨g x  I  m ¤¢v e bv g q  K g ©x  Luy‡ R  †e i K ‡ i  Z v ‡ `i‡ K  
Pv K w i‡ Z  Dr m v w n Z K iv i R b¨  †h c Öw µq v  e v  c `‡ ÿ c  MÖn Y  K iv  n q  Z v ‡ K K g©x ms MÖn  e ‡ j | A b¨w `‡ K , c Öw Z ô v ‡ bi 
w e w fbœ K v ‡ R i R b¨ c Öw Z fv e v b  I D` ¨g kx j  K g ©x ‡ ` i g a¨ n ‡ Z  w e w fbœ c ix ÿ v i g v a¨‡ g h‡ _ v c hy³  K g ©x  e v Q v B  K iv B  
K g ©x  w be ©v Pb| K g ©x  w be ©v P‡ b i R b¨ c Öw Z ô v b‡ K  K Z K ¸‡ j v  K vh©K i c `‡ ÿ c  MÖn Y  K i‡ Z  n q| Z ‡ e K g©x ms MÖ‡ n i R b¨  

†K v b& †K v b&  c `‡ ÿ c  †e w k  K v h© K ix  Z v  c Öw Z ô v ‡ bi c ÖK …w Z i D c i w bf ©i K ‡ i|  

 
 

 
cv‡VvËi g~j¨vqb-5.3  

 

mwVK DË‡ii cv‡k wUK& (√√√√) wPý w`b- 
1.  K g x © w be ©v Pb e j ‡ Z  †K v b& c Öw µ q v ‡ K  †e v Sv ‡ bv  n q ?  
 K . w b‡ q v M `v ‡ b i c Öw µq v  L. ms MÖn  c Öw µq v  
 M. c ix ÿ v  MÖn Y  c Öw µq v  N . †K v bw U  bq |  
 
2 . w j w LZ  c ix ÿ v q  K g x ©i †K v b&w U  hv Pv B  K iv  n q ? 
 K . Á v b I `ÿ Z v  L. g ‡ bv Í̄v w Z K  w e lq  
 M. fv e  c ÖK v ‡ ki fv ½  N . †K v bw U B  bq |  
 
3 . e v s j v ‡ `‡ k †K v b& c Öw Z ô v b K g x ©  w b‡ q v ‡ M c Öv _ w g K  e v Q v B  c ix ÿ v  MÖn Y  K ‡ i?  

 K . e v s j v ‡ `k K g © K w g kb  L. X v K v  w e k¦w e `¨v j q  
 M. e v s j v ‡ `k ms e v ` ms ’̄v  N . †K v bw U B  bq |  
 
4 . †h c ×w Z ‡ Z  c Öw Z ô v ‡ bi k~ b¨c ` c ~i‡ Y i  c `‡ ÿ c  MÖn Y  K iv  n q  Z v ‡ K  K x  e ‡ j ? 
 K . K g x ©ms ’̄v b  L. K g x © ms MÖn  
 M. K g x © w be ©v P b  N . K g x © w bq š ¿Y   
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Kgx© wb‡qvM I cÖwkÿY 
Employee Appointment and Training 

 
D‡Ïk¨ 

G cvV †k‡l   
• K g x © w b‡ q v ‡ Mi av iY v  eY ©bv  K i ‡ Z  c v i‡ e b|  
• K g x © c Öw kÿ ‡ Y i c ×w Z  e ¨v L ¨v  K i‡ Z  c v i‡ e b |  

 
Kg©x wb‡qvM (Employee Appointment) 

K g ©x  w be ©v P‡ b i P~o v š Í c `‡ ÿ ‡ c i bv g  K g ©x  w b‡ q v M|  K g ©x m s MÖn  I w be ©v Pb c Öw µq v  †k‡ l  K g ©x ‡ K  c Öw Z ô v ‡ bi K v ‡ R  
A v byô v w bK fv ‡ e † hv M`v ‡ bi  c Ö Í̄v e ‡ K  K g ©x  w b‡ q v M e ‡ j |  G  c Ȫ Ív e bv q  Pv K w ii  kZ ©v e w j , † e Z b- fv Z v w `, K v ‡ R i ’̄v b,  

†hv M`v b w `e m B Z ¨v w ` D‡ j øL K iv  n q | †hv M`v ‡ bi g v a¨‡ g ms w køó  K g ©x  Z v i c ÖZ ¨v w kZ  c ‡` A v m x b n q | K g ©x  w b‡ q v M  
w e w fbœ c ÖK …w Z i n ‡ q  _ v ‡ K | G i g ‡ a ¨ i‡ q ‡ Q  ’̄v q x  w b‡ q v M, A ’̄v q x  w b‡ q v M, Pzw ³ w fw Ë K  w b‡ q v M e v  m v g w q K  w b‡ q v M, 
w bq w g Z  w b‡ q v M, A w bq w g Z w b‡ q v M B Z ¨v w `| Z ‡ e †h ai‡ b i w b‡ q v MB  †n v K  bv  †K b, w b‡ q v Mc ‡ Î  Z v  D‡ j øL _ v K ‡ Z 
n ‡ e| 

Dc ‡ i i A v ‡ j v Pbv  †_ ‡ K  e j v  hv q , m ¤¢v e ¨ K g ©x ‡ `i ms MÖn K i Y  I w be ©v Pb c ×w Z i g v a¨‡ g Z v ‡ `i hv Pv B - e v Q v B ‡ q i c i 
P~o v š Ífv ‡ e w be ©v w PZ  K g ©x ‡ K  Z v i ms w køó  K v ‡ R i  R b¨  †h  `v w q Z¡ c Öv `v b K iv  n q  Z v ‡ K  K g ©x  w b‡ q v M  e ‡ j | w b‡ q v M  

†`Iq v i c i K g x ©‡ K  `v w q Z ¡ c v j ‡ bi R b ¨ ˆZ w i K iv  n q | G  R b¨ Z v ‡ K  c Ö‡ q v R bx q  c Öw kÿ Y  †`Iq v i c Ö‡ q v R b n q | 
Z v n ‡ j  A v m yb w b‡ Pi A v ‡ j v P bv  †_ ‡ K  c Öw kÿ Y  m ¤ú ‡ K © w e Í̄v w i Z  †R ‡ b w bB |  

cÖwkÿ‡Yi msÁv (Definition of Training) 

c Öw kÿ Y  K g x ©‡ `i `ÿ Z v  D bœq ‡ bi c ~ e ©kZ ©|  c Öw Z ô v ‡ bi K ‡ g © w b‡ q v w R Z  bZ zb I c y iv Z b  K g ©x ‡ `i  g ‡ a¨  c Ö‡ q v R bx q  
`ÿ Z v  m „w ó  K iv i c Öw µq v B  c Ö w kÿ Y | c Öw Z ô v ‡ bi †K v b  w e ‡ kl K v R  m yô zfv ‡ e m ¤ú v `‡ bi  R b¨ w b‡ q v w R Z  c yiv Z b I  
bZ zb K g ©x ‡ ` i‡ K  c Öw kÿ ‡ Y i g v a¨‡ g `ÿ Z v  I K g ©ÿ g Z v  e „w × K ‡ i Z v ‡ `i‡ K  †hv M¨ K g ©x  w n ‡ m ‡ e ˆZ w i K iv  n q | 

c Öw kÿ ‡ Y i g v a¨‡ g G K R b K g ©x ‡ K  n v ‡ Z - K j ‡ g w kÿ v  †`q v  n q | G w U  K g©x i †c kv MZ  Á v b I `ÿ Z v  e „w × K ‡ i | 
c Öw kÿ Y  m ¤ú ‡ K © M. J. Jucious  e ‡ j ‡ Q b, Òc Öw kÿ Y  G K w U  c Öw µq v ‡ K  w b‡ ©̀k K ‡ i, hv i g v a¨‡ g K g ©x ‡ ` i †K v b w bw ©̀ó  
K v h© m ¤ú v `‡ b i A v MÖn , `ÿ Z v  I m v g_ ©̈  e „w × K iv  n q Ó (Training is used to indicate any process by which the 

aptitudes, skills and abilitites of employees to perform specific jobs are increased) 

Dc ‡ i i A v ‡ j v Pbv  † k‡ l e j v  hv q , †h c Öw µq v i g v a¨‡ g c Öw Z ô v ‡ b w b‡ q v w R Z  K g©x ‡ `i †c kv MZ  `ÿ Z v , K g ©ÿ g Z v  I  
D`¨g e „w ×  K ‡ i m yw bw ©̀ó  K g © m ¤ú v `‡ b i Dc ‡ hv Mx  K ‡ i M‡ o  † Z v j v  n q  Z v ‡ K  cÖw kÿ Y  e ‡ j | 

c Ökœ n ‡ Z  c v ‡ i, †hv M¨Z v  hv Pv B  K ‡ i w b‡ q v M † `Iq v i c i A v e v i c Öw kÿ Y   †K b ? c Öw kÿ Y   †`q v  n q  K g ©x ‡ `i m ÿ g Z v  
e „w ×i (Capacity Enhancement) - G i R b¨| K g x ©iv  †j Lv c o [ v i g v a¨‡ g m v av iY  Á v b  A R ©b K ‡ i hv  Z v i K v R  K iv i 
e ¨v K MÖv DÛ  ˆZ w i K ‡ i w K š Íy ‡ h c ‡ ` † hv M `v b K ‡ i‡ Q  †m  K v R w U  n v ‡ Z - K i‡ g K iv i ` ÿ Z v  m „w ó  K ‡ i bv | ‡ m R b¨B  
`ÿ Z v  e „w ×i  g v a¨‡ g m ÿ g Z v  e v o v ‡ bv i R b¨ c Öw kÿ ‡ Y i c Ö‡ q v R b i‡ q ‡ Q | A v i  G  K v i‡ Y B  w kÿ v  I  c Öw kÿ ‡ Y i g ‡ a¨  
w K Qz c v _ ©K ¨ i‡ q ‡ Q | G e v i A v m yb, A v g iv  G  w e l‡ q  †R ‡ b w b B | 

wkÿv I cÖwkÿ‡Yi ga¨Kvi cv_©K¨ (Differences Between Education and Training) 

w kÿ v  I c Öw kÿ ‡ Y i g ‡ a¨ c Öv ‡ q v w MK  w `K  †_ ‡ K  w e Í̄i c v _ ©K ¨ i‡ q ‡ Q | w kÿ v ‡ K  e j v  n q  Á vb e ¨e n v ‡ ii †K Š kj  A R ©b  
hv  g v by‡ li  A v P i‡ Y i c w i e Z ©b  N U v q | A v i  c Öw kÿ Y  n j  w bw ©̀ó  K v h© m ¤ú ‡ K © Á v b  A R © b|  w b‡ P Df‡ q i c v _ ©K ¨ Z z‡ j  

aiv  n j t  

cvV-5.4 
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µg. wkÿv (Edcuation) µg. cÖwkÿY (Training) 
1.  w kÿ v  m v av iY  Á v b  j v ‡ fi  m v ‡ _  m ¤ú „³ | 1.  c Öw kÿ Y  †K v b w e l‡ q  w e ‡ kl  `ÿ Z v  A R ©‡ bi  

m v ‡ _  R w o Z | 
2 . w kÿ v  G K R b e ¨w ³ i w PšÍb- g b‡ b i Dr K l©Z v  e „w × 

K ‡ i|  
2 . c Öw kÿ Y  cy‡ iv c yw i e „w Ë /‡ c kv i m v ‡ _  m ¤ú „³ ; 

w Pš Íb- g b‡ bi w e K v ‡ k ‡ Z g b f~w g K v  c v j b K ‡ i 
bv |  

3 . w kÿ v  G K R b e ¨w ³ i m v iv R x e b a‡ i A e ¨v n Z  
_ v ‡ K | 

3 .  c Öw kÿ Y  R x e b- e ¨v c x  A e ¨v n Z  _ v K v i w e lq  bq |  
†K bbv  c Öhyw ³ i Dbœq ‡ b‡  m v ‡ _  m v ‡ _  bZ zb K ‡ i  
c Öw kÿ ‡ Y i c Ö‡ q v R b n q |  

4 . w e `¨v j q , g n v w e `¨v j q , w ek¦w e `¨v j q , g v ª̀v m v  
B Z ¨v w ` cÖw Z ô v ‡ b A v byô v w bK  w kÿ v  †`q v  n q | 
Z ‡ e A bv byô v w bK  w kÿ v i I c ÖP j b i‡ q ‡ Q |  

4 . c Öw kÿ Y  ‡ K v b c Öw Z ô v b †_ ‡ K †`q v  n q | †K v b 
†K v b c Öw Z ô v b N ‡ iv q v fv ‡ e  c Öw kÿ ‡ Y i e ¨e ’̄v  
K ‡ i _ v ‡ K | 

5. w kÿ v  `x N ©K v j x b c Öw µq v |  5. c Öw kÿ Y  ¯̂í K v j x b c Öw µq v |  
6. w kÿ v  e ¨w ³ - ‡ K w › ª̀K | 6. c Öw kÿ Y  K v h©- ‡ K w › ª̀K | 

 

cÖwkÿ‡Yi ¸iæZ¡/cÖ‡qvRbxqZv (Importance/Necessity of Training) 

c Öw kÿ Y  e yw ×e „w Ë K  Á v b A v ni‡ Y  m v n v h¨ K ‡ i, K v h©- `ÿ Z v  e „w × K ‡ i G es  m g m ¨v  m g v av ‡ bi m ÿ g Z v  e v o v q | †m 
K v i‡ Y  c Öw kÿ ‡ Y i ¸iæZ ¡ A c w i m x g| G  Q v o v c Öhyw ³ i Dbœq ‡ b i K v i‡ Y  c y‡ iv ‡ bv  †K Š kj  e v w Zj  n ‡ q  hvq | byZ b †K Š kj 
A v n i‡ Y i R b ¨ A e k¨B  c Öw kÿ Y  c Ö‡ q v R b n q | 

w b‡ ¤œ c Öw kÿ ‡ Y i ¸iZ ¡ e v  c Ö‡ q v R bx q Z v  Z z‡ j  aiv  n j t  

1. `ÿZv e„w× (Enhancement of skill)t cÖw kÿ Y  K g ©x ‡ `i K v h©̀ ÿ Z v  e „w × K ‡ i| G ‡ Z  c ÖwZ ô v ‡ bi Dr c v `b kw ³  
e „w × c v q | 

2 . c‡Y¨i ¸YMZ gvb e„w× (Increasing quality of products)t c Öw kw ÿ Z  K g©x i `ÿ Z v  K v ‡ R i g v b D bœZ  K ‡ i 
G es  G i d‡ j  Dr c v w `Z  c ‡ Y ¨iI g v b e „w × c v q |  

3 . AcPq †iva (Preventing wastage)t cÖw kÿ ‡ Y i g v a¨‡ g K v R  K iv  n ‡ j  K g ©x ‡ `i `ÿ Z v  e„w ×i m v ‡ _  m v ‡ _  
c Öw Z ô v ‡ bi A c Pq  †iv aI m ¤¢e  n q | 

4 . bZzb cÖhyw³i mv‡_ cwiPq (Introducing with new technology)t cÖw kÿ Y  e ¨Z x Z  bZ zb  c Öhyw ³ i m v ‡ _  
c w iw PZ  n Iq v  K w V b| cÖw kÿ Y  K g ©x ‡ K  c Öhyw ³ i m v ‡ _  c w iw PZ K w i‡ q  †`q  G es  cÖhyw ³ w fw Ë K  K v ‡ R i K j v - ‡ K Š kj 
A v q Z ¡ K i‡ Z  m n v q Z v  K ‡ i| 

5. AvaywbK wPšÍv-‡PZbvi Dbœqb (Development of modern thoughts)t cÖw kÿ ‡ Y i g v a¨‡ g K g ©x iv  m g m v g w q K  
Z Ë ¡ I Z _ ¨ m ¤̂‡ Ü Á v b A R ©b K ‡ i| G Q v o v  m e ©v ayw bK  c Öhyw ³  I bZ zb  bZ zb  w Pš Ív - ‡ PZ bv q  G K v Z ¥ n ‡ Z  c v ‡ i| 

6. ỳN©Ubv n«vm (Reducing accident)t cÖw kw ÿ Z  K g©x iv  K v ‡ h©i m v ‡ _  R w o Z  m ¤¢v e ¨ Suyw K  I K j K â v i e ¨e n v i 
m ¤ú ‡ K © R v b‡ Z  c v ‡ i| G w U  K v h©‡ ÿ ‡ Î  w biv c Ë v  w e lq K  w kÿ v  w `‡ q  c Öw Z ô v ‡ bi †fZ ‡ i ỳN ©U bv  n «v ‡ m f~w g K v  c v j b 
K ‡ i|  

7. AvbyMZ¨ e„w× (Increasing loyalty)t  cÖw kÿ Y  K g©K Z ©v - K g ©Pv ix ‡ ` i m ¤ú ‡ K © c w i® ‹ v i  av iY v  m „w ó i g v a¨‡ g 
K g ©x ‡ `i g ‡ a¨ w b‡ R i K v R  I  c Öw Z ô v ‡ bi c Öw Z  A v byMZ ¨ m „w ó  K ‡ i|  

cÖwkÿ‡Yi D‡Ïk¨ (Objectives of Training) 

c Öw kÿ Y  n ‡ j v  c Öw Z ô v‡ b K g ©iZ  K g ©x  w K s e v  be w bhy³  K g ©x ‡ `i m ÿ g Z v  e „w ×i G K w U  c Öw µq v | G i bv bv w e a D‡ Ï k¨ w b‡ P  
eY ©bv  K iv  n ‡ j v |  
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1. †ckvMZ Ávb e„w× (Increasing professional knowledge)t  cÖw kÿ Y  w e w fbœ †c kv q  w b‡ q v w R Z  K g©x ‡ `i 
†c kv MZ  Á v b e „w × K i‡ Z  m n v q Z v  K ‡ i| c Öw kÿ Y  †c kv  m ¤ú w K©Z  e v Í̄e  Á v b‡ K  kv w Y Z  K ‡ i|  

2 . Kv‡h©i mv‡_ cwiwPwZ jvf (introducing with the assignment)t  be w bhy³  K g ©x ‡ ` i bZ z b K v ‡ R i m v ‡ _  
c w iw Pw Z  K iv i R b¨ c Öw kÿ Y  c Ö̀ v b K iv  n q | G ‡ Z  K g©x  bZ zb `v w q Z ¡ m ¤ú ‡ K © A e w n Z  n q  I K v h© m ¤ú v `b †K Š kj  
A v q Z ¡ K i‡ Z  c v ‡ i|  

3 . Kg©̀ ÿZv e„w× (Increasing the work-skill)t  K g©x i K g ©ÿ g Z v  e „w × K iv  c Öw kÿ ‡ Y i c Öav b D‡ Ï k¨| w bw ©̀ó  K v h © 
m ¤ú v `‡ b i R b¨ †h  Á v b I  ` ÿ Z v  c Ö‡ q v R b G K R b K g ©x  Z v  c Öw kÿ ‡ Y i g v a ¨‡ g †c ‡ q  _ v ‡ K | 

4 . bZzb c×wZ m¤ú‡K© wkÿv jvf (Acquiring knowledge about new method)t cÖw kÿ ‡ Y i g v a¨‡ g K g ©x  bZ zb  
c ×w Z  m ¤ú ‡ K © A e w n Z  n q  I Z v  e ¨e n v ‡ ii †K Š kj  A v q Ë K i‡ Z  c v ‡ i|  

5. bZzb cÖhyw³ I †KŠkj m¤ú‡K© Ávb`vb (Providing knowledge abut new technology & techniques)t 
A v ayw bK  c Öhyw ³  I K j v ‡ K Š kj m ¤ú ‡ K © e v Í̄e Á v b †`Iq v i R b¨ K g ©x ‡ `i c Öw kÿ Y  c Ö̀ v b K iv  n q | G ‡ Z  K g ©x iv  
bZ zb c Öhyw ³  e ¨e n v ‡ i `ÿ Z v  A R ©b K ‡ i |  

6. Kg©x‡`i g‡bvej e„w×KiY (Increasing the employee morale)t  cÖwZ ôv ‡b cÖwk ÿY cÖ̀ vb  K iv  n‡j K gx©† ` i 
Av Z¥ wek¦v m e„w×  cv q|  Zv i v †¯̂” Qv q I  ¯̂Z tù~Z©f v ‡e Kv R K i‡Z  AbycÖv wY Z  nq|  G ‡Z  Z v ‡`i g‡bv ej e„w×  cv q|   

 
wewfbœ cÖKvi cÖwkÿY c×wZ (Different Methods of Training) 

c Öw Z ô v ‡ bi K v ‡ R i c ÖK …w Z , †ÿ Î  I c Ö‡ q v R bx q Z v  w e ‡ e Pbv  K ‡ i w e w fbœ c Öw Z ô v b bv bv  a i‡ b i c ×w Z  A e j ¤̂ b K ‡ i  
_ v ‡ K | m v av iY Z  K g ©x ‡ `i  c Öw k ÿ ‡ Y i R b¨ ỳÕ  a i‡ bi c Öw kÿ Y  c ×w Z  †`Lv  hv q |  

K . K g ©K v j x b cÖw kÿ Y  (On the job trainging)t  G ai‡ b i c Öw kÿ ‡ Y  e ‡ m i A ax ‡ b †_ ‡ K  n v ‡ Z - K j ‡ g K v ‡ R i g v a¨‡ g 
`ÿ Z v  A R ©b K ‡ i| m v av iY Z  bZ zb K g ©x  K v ‡ R  †hv M`v b K i‡ j  Z v ‡ `i‡ K  G  a i‡ b i c Öw kÿ Y  †`q v  n q | 

L. K g ©- e w n f©~Z  c Öw kÿ Y  (Off-the job training)t  G  ai‡ bi c Öw kÿ Y  K g x ©‡ ` i c Öw Z ô v ‡ bi e v B ‡ i w fbœ c w i‡ e ‡ k  
c Öw kÿ Y  †`Iq v  n q |  

G  ỳ a i‡ b i c Öw kÿ ‡ Y i  R b¨ b v bv  c ×w Z  Pv j y i‡ q ‡ Q | w b‡ P G ¸‡ j v  A v ‡ j v Pbv  K iv  n j t  

1. c` cwieZ©b (Job rotation)t G  e ¨e ’̄v q  G K R b K g ©x ‡ K  c Öw Z ô v ‡ bi w e w fbœ c ‡ ` c h©v q µ‡ g K v R  K i‡ Z  †`q v  
n q | d‡ j  K g x © w e w fbœ c ‡ ` i m v ‡ _  ms w køó  K v R ¸‡ j v  e y‡ S w b‡ Z  c v ‡ i|  

2 . wkÿvbwek c×wZ (Apprenticeship)t G  c ×w Z ‡ Z Z Ë¡v eav q ‡ K i A ax ‡ b K ‡ q K R b K g © x ‡ K  cÖw kÿ ‡ Y i e ¨e ’̄v  
K iv  n q | c Öw kÿ K  e³…Z v  I n v ‡ Z - K j ‡ g K v R  K iv i †K Š kj  †`w L‡ q  w kÿ v bw e k‡ K  c Öw kÿ Y  †`b| w kÿ v bw e kx  c e © 

†kl  n ‡ j  K g x ©‡ K  ’̄v q x  w b‡ q v M `v b K iv  n q |  
3 . ‡KvwPs c×wZ (Coaching)t G  c ×w Z ‡ Z  c Öw kÿ K  e v  †K v P  (Coach)- G i A ax ‡ b K ‡ q K R b K g ©x ‡ K  w bw ©̀ó  K ‡ i  

†`q v  n q | †K v P K g x ©‡ K  K v ‡ Ri c ×w Z  m ¤ú ‡ K © w kÿ v  w `‡ q  _v ‡ K b| K g ©x ‡ `i e ¨e n v w iK  Á v b `v ‡ b i R b¨ G  c ×w Z  
A bym iY  K iv  n q | 

4 . e³…Zv c×wZ (Lecture method)t G  c ×w Z ‡ Z  K g ©x ‡ `i c Öw kÿ Y  †`Iq v i R b¨ † kÖY x K ‡ ÿ  K g ©x ‡ `i e w m ‡ q  
c Öw kÿ K  w bw ©̀ó  w e l‡ q i Dc i e³ e ¨ iv ‡ L b|  

5. ‡Km c×wZ (Case method)t G  c ×w Z ‡ Z  cÖw kÿ Y K v ‡ j  K g x © G K w U  Kw í Z  m g m ¨v  h_ vh_ fv ‡ e w e ‡ kølY  K ‡ i  
G es  m g v av ‡ bi  w e w fbœ Dc v q  † e i K ‡ i w b R  w bR  w m ×v š Í w j w c e × K ‡ i _ v ‡ K |  

6. Av‡jvPbv c×wZ (Discussion method)t G  c ×w Z ‡ Z  A v ‡ j v Pbv q  A s kM Ön ‡ Y i m y‡ hv M m „w ó  K ‡ i K g ©x ‡ ` i c Öw kÿ Y  
†`q v  n q | G ‡ Z  w e w fbœ  m g m ¨v  w b‡ q  A v ‡ j v Pbv  K iv i  R b ¨ c Ö w kÿ Y v _©x iv  A w a‡ e k‡ b A v ‡ j v Pbv  K ‡ i | Z v iv  w e w fb œ 
ai‡ bi c iv g k © w `‡ q  m g m ¨v i Dr K …ó  m g v av b Luy‡ R  †e i K ‡ i  G es  c Öw kÿ Y v _©x iv  e v Í̄ e Á v b j v f K ‡ i|  

7. cÖ‡ekb c×wZ (Internship method)t G  c ×w Z ‡ Z  GK R b w kÿ bw e k‡ K  D” P c h ©v ‡ q i G K R b w be ©v n x i A ax ‡ b 
attachment †`Iq v  n q | Internee Da©Z b K g ©K Z ©v i K v Q  †_ ‡ K  Z v w Ë¡K fv ‡ e c Öw kÿ Y  j v f  K ‡ ib|  
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8 . IqvK©kc (Workshop)t G  c ×w Z ‡ Z  Z v w Ë ¡K  I e ¨e n v w iK  c Öw kÿ Y  c Ö̀ v ‡ bi  R b¨  Iq v K © k‡ c i A v ‡ q v R b K iv  
n q | c Öw kÿ Y v _©x iv  †Q v U  †Q v U  `‡ j  w e f³  n ‡ q  msw køó  we w fbœ m g m ¨v  m ¤ú ‡ K © A v ‡ j v Pbv q  w g w j Z  n b G es 

c v i¯ú w iK  A v ‡ j v P bv i g v a¨‡ g  w K s e v  cÖ‡ q v R ‡ b c Öw kÿ ‡ K i m n v q Z v q  Z v  m g v av ‡ b m ‡ Pó  n b |  

c‡`vbœwZ (Promotion) 

hLb K g x © i c ` c w ie Z ©b K ‡ i  A w aK  `v w q ‡ Z ¡i m v ‡ _  m ¤ú „³  K ‡ i A w aK  †e Z b I D” PZ i  c `g h©v `v  † `Iq v  n q  Z L b  
Z v ‡ K  c ‡ `v bœw Z  e ‡ j | g ~j Z : †K v b K g x © e Z ©g v ‡ b †h c ‡ ` K v R  K i‡ Q  Z v ‡ K  A v ‡ iv  Dc ‡ ii c ‡ ` c `v q b K iv B  n ‡ j v  

c ‡ `v bœw Z | c ‡ `v bœw Z  K Z ©e ¨, `v w q Z¡, K Z ©„Z ¡, ÿ g Z v  BZ ¨v w ` e„w ×i m v ‡ _  m v ‡ _  K g x ©i A v w _©K  I A b¨v b ¨ A bv w _ ©K  m y‡ hv M-
m yw eav  e „w × K ‡ i| A ‡ bK  m g q  A v w _©K  m yw eav  Q v o v I c ‡ `v bœw Z  †`Iq v  n q | G ‡ K  Dry Promotion e j v  n q | c ‡ `v bœw Z  
K g x ©i †c Ö lY v i A b¨Z g n v w Z q vi|  
R v bv  n ‡ j v  c ‡ `v bœw Z i m v av iY  K _ v | G e v i A v m y b A v g iv  w eL ¨v Z  e ¨e ’̄v c bv  †j LK iv  G  m ¤ ú ‡ K © K x  e ‡ j ‡ Q b Z v  †R ‡ b  
w bB |  

1. Scott I m n ‡ hv Mx  ‡ j LK ‡ `i g ‡ Z , Òc ‡ `v bœw Z  n ‡ j v  Pv K w ii c ` c w ie Z ©b hv  K g x ©‡ K  A v w _©K  m yw eav  I m v g v w R K  
g h©v `v  c Ö̀ v b K ‡ i (“Promotion is the transfer of an employee to job which pays more money or one that 

carries some preferred status”) | 

2 . Weirich and Koontz G i g ‡ Z , Òc ‡ `v bœw Z  n ‡ j v  c ÖwZ ô v ‡ bi A f¨š Í ix Y  G K R b K g x ©‡ K  A ‡ c ÿ v K …Z  D” P c ‡ ` 
c `v q b K iv  †h Lv ‡ b  A v ‡ M i c ‡ `i †P‡ q  A w Z w i³  `v w q Z ¡ i‡ q ‡ Q  G es  †h c ‡ `i  R b ¨ A w Z w i³  `ÿ Z v  G es  Á v ‡ bi  
c Ö‡ q v R b| c ‡ `v bœw Z ‡ Z  K g x ©i † e Z b I  m v g v w R K  g h©v `v  e „w × c v q  e ‡ j  K g x ©i g ‡ bv e j  e „w × c v q | (Promotion means 

a change within the organizaton to a higher position that has greater responsebilities and usually requires  

more, advanced skills and knowledge than the previous positon. Promotion normally brings greater status 

and an in increase in pay.)  Dc ‡ i i A v ‡ j v Pbv  †_ ‡ K  e j v  h v q  †h,  
K . c ‡ `v bœw Z  K g x ©ms ’̄v ‡ b i G K w U  A f¨š Íix Y  c Öw µq v ;  
L. G B  c Öw µq v q  K g x ©iv  A ‡ c ÿ v K …Z  w b‡ Pi c ` †_ ‡ K  Dc ‡ i i c ‡ ` A v m x b n q ;  
M. K g x ©i `v w q Z ¡ †e ‡ o  hv q ; 
N . K g x ©i A v w _ ©K  m yw eav  G es  m v g v w R K  g h©v `v  e „w × c v q |  

c‡`vbœwZi wfwË (Basis of Promotion) 

hLb G K w U  c Öw Z ô v ‡ b c ‡ `v bœwZ  †`Iq v  n q , Z Lb A e k¨B  G i G K w U  g v b`Ð  _ v ‡ K | G ¸‡ j v B  n ‡ j v c ‡ `v bœw Z i w fw Ë| 
G  w e l‡ q  w b‡ P w e Í̄v w iZ  A v ‡ j v Pbv  K iv  n ‡ j v :  

(K) †R¨ôZvwfwËK c‡`vbœwZ (Seniority basis promotion): G  ai‡ b i c ‡ `v b œw Z i ‡ ÿ ‡ Î  K g x ©i K v h©K v j  MY bv  
K iv i c i Z v i w fw Ë ‡ Z  e v Q v B  K ‡ i c ‡ `v bœw Z  †` Iq v  n q | G U v  Lye m n R | G ‡ Z  †R ¨ô Z g K g x ©‡ `i‡ K  g ~j ¨v q b K iv  n q ; 
d‡ j  K g©x ‡ `i n Z v kv  ~̀i n q |  Z ‡ e G ‡ Z  †gav i g ~j ¨v q b K iv  n q  bv | d‡ j  †hv M¨ e ¨w ³  A b¨ c Öw Z ô v ‡ b P‡ j  hv Iq v i  
m ¤¢v e bv  _ v ‡ K |  

(L) †hvM¨ZvwfwËK c‡`vbœwZ (Merit basis promotion): hLb K g x © i w kÿ v MZ  †hv M¨Z v ,  K g ©̀ ÿ Z v , b¨v q w bô v  G es 
†c kv MZ  c Öw kÿ Y  B Z ¨v w `i  w e Pv ‡ i c ‡ `v bœw Z  †` Iq v  n q , Z L b Z v ‡ K  †hv M¨Z v w fw Ë K  c ‡ `v bœ w Z  e ‡ j | G ‡ Z  K g x © A w aK  
†hv M¨Z v  I  `ÿ Z v  A R ©‡ b A v MÖn x  n q | G  Q v o v  A ‡ hv M ¨ e ¨ w ³  D” P c ‡ ` A v m x b n ‡ Z  c v ‡ i bv | G ‡ Z  A v e v i  †R ¨ô  
e ¨w ³ ‡ `i g bt ÿ z bœ n q  G es  k„• Lj v  bó  n q |  

3. †R¨ôZv I †hvM¨ZvwfwËK c‡`vbœwZ (Senierity and merit basis promotion): hLb † R ¨ô Z v  I †hv M¨Z v i  
w e Pv ‡ i c ‡ `v bœw Z  †` Iq v  n q  Z Lb Z v ‡ K  †R ¨ô Z v  I † hv M¨Z v w fw Ë K  c ‡ `v bœw Z  e j v  n q | G  ai‡ bi c ‡ `v bœw Z ‡ Z  c Öw Z w U 
criteria e v  g v b`‡ Ð i R b¨ w b a©v w iZ  point †`Iq v  n q | †hg b a iæ b, †R ¨ô Z v i R b¨ 15, w kÿ v MZ  †hv M¨Z v  2 5 G es  
c Öw kÿ ‡ Y i R b¨ 1 0 point w `‡ q  c ‡ `v bœw Z i R b¨  c Öv _ x ©i † hv M¨Z v  w bi ƒc Y  K iv  n j | G  c Öw µq v  A v c v Z t „̀w ó ‡ Z  fv ‡ j v  
g ‡ b n ‡ j I G w U  Lye R w U j  c Öw µq v |  
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c‡`vbœwZi ¸iæZ¡ I cÖ‡qvRbxqZv (Importance of Promotion) 

c ‡ `v bœw Z i e û g y Lx  c Ö‡ q v R bx q  i‡ q ‡ Q | w b‡ P G ¸‡ j v  A v ‡ j v P b v  K iv  n ‡ j v :  
1. †cÖlYv e„w× (Increases motivation): c ‡ `v bœw Z  m v g vw R K  g h©v `v  e „w ×i m v ‡ _  m v ‡ _  K g x ©i A v w _ ©K  I A bv w _ ©K 
m yw eav  e „w × K ‡ i | G ‡ Z  †m A by c Öv w Y Z  n q  G es  c Öw Z ô v b‡ K  w b‡ R i g ‡ b  K ‡ i K v R  K ‡ i |  
2. m„RbkxjZv e„w× Kvi (Increases creativity): c ‡ `v bœw Z  K g ©R x e ‡ bi c yi ¯‹ v i ¯̂i ƒc |  G w U  K g x©i A R ©b I e ‡ U | 
D” P c ‡ ` hv Iq v i R b¨ K g x © m „ R bkx j Z v  c Ö̀ k©b K ‡ i|  
3. Kv‡Ri ¯̂xK…wZ (Recognition of work): c Ö‡ Z ¨K  K g x © K v ‡ R i ¯ x̂ K …w Z  A v kv  K ‡ i|  fv ‡ j v  K v ‡ R i ¯̂x K …w Z  †`Iq v  
n ‡ j  K g x ©iv  Me ©‡ e v a K ‡ i|  K v ‡ R i ¯ x̂ K …w Z  ¯̂iƒc  K g x ©‡ K  c ‡ `v bœw Z  †` Iq v  n ‡ j  †m A v ‡ iv  †e w k D` ¨g w b‡ q  c Öw Z ô v ‡ b  
K v R  K i‡ e|  
4. nZvkv ~̀i K‡i (Removes frustration): c ‡ `v bœw Z  Kg x ©i m v g v w R K  g h©v `v  I A v w _©K  m yw eav  `v b K ‡ i| `x N ©w `b  
c ‡ `v bœw Z  bv  n ‡ j  K g x© n Z v kv q  †fv ‡ M G es  K v ‡ R A bv MÖn x  n ‡ q c ‡ o | myZ iv s  c ‡ `v bœw Z  †h n Z v kv  ~̀i K ‡ i Z v  
A b¯̂x K v h© |  
5. AvbyMZ¨ e„w× (Increase loyality): c Öw Z ô v ‡ bi c Öw Z  Av byMZ ¨ _ v K ‡ j  K g x ©i Dr c v b k x j Z v  e „w × c v q | c ‡ `v bœw Z  
m e ©̀ v  K g x ©i m dj Z v i c w i Pv q K  w eav q  †m c Öw Z ô v ‡ bi c Öw Z  K …Z Á  _ v ‡ K  G es  K v ‡ R i cÖw Z  Z v i A v by MZ ¨ e „w × c v q |  
Dc ‡ i i A v ‡ j v Pbv  †_ ‡ K  G K _ v  e j v  hv q  †h,  c ‡ `v bœw Z i m yô z  e ¨e ’̄v  c Öw Z ô v ‡ bi m dj Z v i R b¨ Lye B  c Ö‡ q v R b| G i  
h_ v h_  c Ö‡ q v M c Öw Z ô v b‡ K  j ÿ ¨ A R ©‡ b m n v q Z v  K ‡ i|  

 

 wkÿv_©xi KvR A v c bv i Á v b Sv j v B  K iv i  R b ¨ 8 w U  c Öw kÿ Y  c ×w Z  Lv Z v q  w j Lyb|  

 

 mvims‡ÿc:  

c Öw Z ô v ‡ b K g ©x  w be ©v P‡ b i P~o v š Í  c `‡ ÿ c B  K g ©x  w b‡ q v M| K g ©x ms MÖn  I w be ©v Pb  c Öw µq v  † k‡ l  K g ©x ‡ K  c Öw Z ô v ‡ bi K v ‡ R  
A v byô v w bK fv ‡ e † hv M`v ‡ bi  c Ö Í̄v e ‡ K  K g ©x  w b‡ q v M e ‡ j |  c Öw Z ô v ‡ bi K ‡ g © w b‡ q v w R Z  bZ zb  I c y iv Z b  K g ©x ‡ ` i g ‡ a¨  

c Ö‡ q v R bx q  `ÿ Z v  m „w ó  K iv i  c Öw µq v B  c Öw kÿ Y | c Öw kÿ Y  G K w `‡ K  †hg b be w bhy³  K g ©x ‡ ` i `ÿ Z v i D bœq ‡ b  m v n v h¨ 
K ‡ i, †Z g w b  A b¨w `‡ K  e Z ©g v ‡ b K g © iZ  K g ©x ‡ ` i e Z ©g v b Á v b‡ K  A v ayw bK x K i‡ Y  ¸i æZ ¡ c ~Y © f~w g K v  c v j b K ‡ i|  

c w i‡ k‡ l e j v  hv q  †h, e Z ©g v ‡ bi ª̀ æZ  c w ie Z ©b kx j  c Öhyw ³  I †K Š k‡ j i hy‡ M Z v j  w g w j ‡ q  Pj v i R b¨ c Öw kÿ ‡ Y i  
†K v b w e K í  †bB | c Öw Z ô v ‡ b w b‡ q v w R Z  kÖw g K - K g ©x ‡ `i c Öw kw ÿ Z  K ‡ i †Z v j v i R b¨ ms MV ‡ bi c ÖK …w Z  A byhv q x  w e w fbœ 
ai‡ bi c Öw kÿ Y  c ×w Z  Pv j y i‡ q ‡ Q |  

 

 
cv‡VvËi g~j¨vqb-5.4  

 

 
m w V K  DË ‡ ii c v ‡ k w U K & (√)  w Pý w `b-  
1.  K g x © ms MÖ‡ n i c Ö av b Dr m K q w U ? 
 K . 01w U  L. 02 w U  
 M. 0 3 w U  N . 04 w U  
2 . c Öw k¶ ‡ Y i c ×w Z  †K v b&w U ?  
 K . w k¶ v be x k K g ©m ~ Px  L. K v h© fv i A c ©‡ Y i g v a ¨‡ g c Öw k¶ Y  
 M. A byK iY  A by kx j b  N . Dc ‡ i i m e K w U |  
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eY©bvg~jK cÖkœ (Descriptive Questions) 

1. ÷ v w ds  e v  K g ©x ms ’̄v b K v ‡ K  e ‡ j ? G i ¸ i” Z ¡ ms ‡ ÿ ‡ c  A v ‡ j v Pbv  K i æb |  
2 . K g ©x  ms MÖn  w K ? K g ©x  ms MÖn  I K g ©x  w be ©v P‡ b i g ‡ a ¨ c v _ ©K ¨¸‡ j v  w j Lyb|  
3 . K g ©x  w be ©v Pb e j ‡ Z  w K  †e v S ? e v s j v ‡ `‡ ki w kí  c Öw Z ô v ‡ b K g ©x  w be ©v Pb c ×w Z  A v ‡ j v Pbv  K iæ b |  
4 . c Öw kÿ ‡ Y i ms Á v  `v I| G i ¸ i” Z ¡ eY ©bv  K iæ b |  
5. K g ©x  c Öw kÿ ‡ Y i c ×w Z  w K  w K ? 
6. K g ©x ms MÖn  e j ‡ Z  K x  †e v Sv ‡ b v  n q ? e v s j v ‡ `‡ ki w kí  c Öw Z ô v b¸‡ j v ‡ Z  w K fv ‡ e K g ©x  w be © v Pb K iv  n q ? A _ e v , 

K g ©x ms MÖn  w K ? K g ©x ms MÖ‡ n i c ×w Z  eY ©bv  K i æb |  

mswÿß cÖkœ (Short Questions) 

1. K g ©x ms ’̄v b e j ‡ Z  w K  †e v Sv q ?  
2 . K g ©x ms MÖn  K v ‡ K  e ‡ j ? 
3 . K g ©x ms MÖn  I K g ©x  w be ©v P‡ bi  g ‡ a¨ c v _ ©K ¨ w K  w K ? 
4 . K g ©x  w b‡ q v M e j ‡ Z  w K  †e v Sv q ? 
5. c Öw kÿ Y  w K ? 
6. c Öw kÿ ‡ Y i c Ö‡ q v R bx q Z v  eY ©bv  K iæb  |  

7. ÔK v ‡ R i g v a¨‡ g c Öw kÿ Y Õ  w K ?  
8 . K g ©x  c Öw kÿ ‡ Y i c ×w Z  w K  w K ? A _ e v , c Öw kÿ ‡ Y i c Öav b 5 w U  c ×w Z  w j Lyb|  
9. K g ©x  ms MÖ‡ n i c ×w Z ¸‡ j v  w j Ly b|  
10. K g ©x  ms MÖ‡ n i Dr m m g ~n  w K ? 
 

m„Rbkxj cÖkœ (Creative Questions) 

1.  c Ùv  †K v ¤ú v w b w j . Z v ‡ `i c Öw Zô v ‡ bi c Öav b w be ©v n x  K g ©K Z ©v  wb‡ q v ‡ Mi R b¨ c w Î K v q  w e Áw ß †`q | 15 R b c Öv _ x ©i  
`i Lv Í̄ e v Q v B  K ‡ i 1 1 R b‡ K  w b‡ q v M c ix ÿ v q  A s kMÖn ‡ Y i  R b¨ g ‡ bv bx Z  K ‡ i| G iv  m K ‡ j B  G K w U e yw ×g Ë v  
c ix ÿ v q  A s kMÖn Y  K i‡ j I A w aK  †hv M¨Z v m ¤ú bœ  6 R b‡ K  m v ÿ v r K v ‡ ii R b¨ Wv K v  n q |  
K . K g x ©ms MÖn  K x ? 
L. w kÿ v bw e k c Öw kÿ Y  K x ?  
M. D Ïx c ‡ K  K g x ©ms ’̄v ‡ b i †K v b& a i‡ bi †g Š w j K  Dr m e ¨e n v i  K iv  n ‡ q ‡ Q ? eY ©bv  K i æ b|  
N . A v c w b K x  g ‡ b K ‡ i b, c Öv _ x © Z  c ‡ `i R b¨ e yw ×g Ë v  c ix ÿ v  h_ v h_  w Q j ? hyw ³ m n  g Z v g Z  w`b|  

 
2 .  w g. A v w id n ¨v ‡ j v B b ( cÖv t )  wj . †K v ¤ú v w bi G K R b G g. w W.| w Z w b Zv i c Öw Z ô v‡ b m `¨ w ek¦w e `¨v j q  †_ ‡ K  c v k 

K iv  10 R b Q v Î ‡ K  c Öv _ w g K fv ‡ e w b‡ q v M w `‡ q ‡ Q b| w K š‘ e v Í̄e K v R  m ¤ú ‡ K © Z v ‡ `i †K v b  A w fÁ Z v  †bB | Z v B  
w Z w b fv e ‡ Q b, Z v ‡ `i‡ K  K v ‡ R  ms w køó  K ‡ i cÖw kÿ Y  w `‡ e b| hv iv  G  w ba©v w iZ  m g ‡ q  m w V K fv ‡ e K v ‡ R  `ÿ Z v 
A R ©b K i‡ Z  c v i‡ e Z v ‡ ` i‡ K B  A v Mv g x  R yj v B  g v ‡ m P~o v š Ífv ‡ e w b‡ q v M c Ö̀ v b K i‡ e b|  
K . c Öw kÿ Y  K x ? 
L. c ‡ `v bœw Z  e j ‡ Z  K x  †e v Sv q ? 
M. DÏx c ‡ K  D‡ j ø L¨ w g. A v w id Z v i K g x ©‡ `i c Öw kÿ Y  c Ö̀ v ‡ b †K v b& c ×w Z  A bym iY  K ‡ i ‡ Q b e ‡ j  A v c w b g ‡ b 
K ‡ ib? e ¨v L¨v  K iæ b|  
N . DÏx c ‡ K  D‡ j ø L¨ w g. A v w i d Z v i K g x ©‡ ` i c Öw kÿ ‡ Y i c Ö ‡ q v R bx q Z v  h_ v _©B  A byav e b K ‡ i‡ Q b – G  e ¨v c v ‡ i  
A v c bv i g Z v g Z  w `b |  
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3 . PÆ MÖv ‡ g i †g v n v ¤§ ` A v e yj  dR ‡ j i w kí  c Öw Z ô v bw U i Dr c v w `Z  c øv w ÷ K  c Y ¨ †`‡ ki g v ‡ K ©U  w j Wv i| A v š ÍR ©v w Z K 
e v R v ‡ ii Pv w n `v i K _ v  g v _ v q  †i‡ L w e ‡ `‡ k kv Lv  † Lv j v i g v a¨‡ g w Z w b e ¨e m v q  m ¤ú ªm v i‡ Y i w m ×v š Í †bb| †U ª W  
B Dw bq b I e v w n ¨K  Pv ‡ c  B ‡ ” Q  bv  _ v K v  m ‡ Ë ¡I c Öw Z ô v ‡ bi w f Z i †_ ‡ K  c ‡ `v bœw Z i g v a¨‡ g w b‡ q v M w `‡ Z  e v a¨ n b| 
w K š‘ c ‡ `v bœw Z i c ix ÿ v q  c Öv _ x ©‡ `i w Pš Ív i M fx iZ v , Pv c  †g v K v ‡ e j v  K iv i ÿ g Z v , g v bw m K †hv M¨Z v  B Z ¨v w ` w e l‡ q 

c Öw Z ô v ‡ b `x N © w `‡ bi K v R  K iv i A w fÁ Z v  _ v K v  m ‡ Ë ¡I Z v iv  A v kv byi ƒc  dj  j v ‡ f e ¨_ © n b |   
 K . c ` A v e Z ©b K x ?  
 L. B › U v i‡ bU  K x  K g x © ms MÖ‡ n i Dr m n ‡ Z  c v ‡ i? e ¨v L¨v  K i æb |  
 M. R bv e dR ‡ j i c Öw Z ô v ‡ b DaŸ ©Z b w be ©v n x  w b‡ q v ‡ M K g x © ms MÖ‡ n i †K v b& Dr m w U  e ¨e n v i K iv  n ‡ q ‡ Q ? e ¨v L¨v  

K iæb |  
 N . R bv e d R ‡ j i e ¨e m v q  bZ z b c w iK í bv i  m dj Z v i m ¤¢v e b v  K Z U zKz g ~j ¨v q b K i æb |  
 
4 . m v b w j .- G i m n K v ix  w e µq  e¨e ’̄v c K  c ‡ ` †j v K  w b‡ q v ‡ Mi j ‡ ÿ ¨ I‡ q e m v B ‡ U  w e Á w ß  c Ö̀ v b K ‡ i| G ‡ Z  w ecyj  

ms L¨K  c Öv _ x © A v ‡ e `b K ‡ i |  c Öw Z ô v bw U  Zzj bv g ~j K  †gav e x  c Öv _ x ©‡ `i e v Q v B  K ‡ i w b‡ q v M †`q | Z ‡ e Z v ‡ `i  
A w aK v s kB  n ‡ j v  be x b | Z v ‡ ` i K v h© m ¤ú ‡ K © e v Í̄e  A w fÁ Z v  bv  _ v K v q  K g ©‡ ÿ ‡ Î  Z v iv  †e k R w U j Z v i  m ¤§ y Lx b  
n ‡ ” Q b| c Öw Z ô v bw U  G  m g m ¨v n ‡ Z  DË i‡ Y i R b¨ G K w U  c Öw kÿ Y `v bK v ix  ms ’̄v i m v ‡ _  wba©v w iZ  w dÕ i w e w bg ‡ q  
Pzw ³ e × n q | 

 K . K g x ©ms ’̄v b K x ?  
 L. ÔK g x © w be ©v Pb G K w U  F Y v Z ¥ K  c Öw µq v Õ -  e ¨v L¨v  K i æb|  
 M. D Ïx c ‡ K  †K v b& ai‡ bi  Dr m  n ‡ Z  K g x © ms MÖ‡ n i K _ v  e j v  n ‡ q ‡ Q ? e ¨v L¨v  K i æ b|  
 N . m v b w j . M„n x Z  c Öw kÿ Y  c × w Z w U i †hŠ w ³ K Z v  w e ‡ kølY  K iæ b|  
 
5. ‡ Mv g Z x  †U · v B j  w g j w j . GK w U  e„n r  cÖw Z ô v b| G  †U · U vB j  w g ‡ j i e ¨e ’̄v c ‡ K i c `w U  k~b¨ n Iq v q  m n K v wi 

e ¨e ’̄v c K  iw dK  m v ‡ n e †_ ‡K  m v ‡ o  Pv i e Q i c i cÖw Z ôv ‡ b †hv M`v b K iv  A c i m n K v w i e ¨e ’̄v c K  byibe x  
m v ‡ n e ‡ K  e ¨e ’̄v c K  w n ‡ m ‡ e wb‡ q v M †` Iq v  n q | byibe x  m v ‡ n e MZ  w Z b e Q i hv er  †miv  m n K v w i e ¨e ’̄v c K  
w be ©v w PZ  n ‡ q  A v m ‡ Q b|  

 G w `‡ K  w Z w b e ¨e ’̄v c K  w n ‡ m ‡e †hv M `v ‡ bi  c i c iB  w e ỳ¨r  w e å v ‡ U i K v i‡ Y  Dr c v `b e ¨v n Z  n Iq v i K _ v  w PšÍv  
K ‡ i G K w U  w e ỳ¨r  m v e ‡ ÷ kb w bg ©v Y  K ‡ ib G es  m v w e ©K  Z `v i w K i R b¨ G K R b w e ỳ ¨r  c Ö‡ K Š kj x  w b‡ q v ‡ Mi w m ×v š Í 
w b‡ q ‡ Q b|  
K . †c ÖlY v  K x ?  

L. K g x ms MÖn  G K w U  F Y v Z ¥ K  cÖw µq v  e ¨v L¨v  K i æb|  
M. ‡ Mv g Z x  †U · v B j  w g j  w j .- G  c ‡ `v bœw Z i †K v b  w fw Ë A by m iY  K iv  n q ? e ¨v L¨v  K iæ b|  
N . c Öw Z ô v ‡ b w e ỳ¨r  c Ö‡ K Š kj x  w b‡ qv ‡ M K g x © ms MÖ‡ n i †K v b& Dr m e ¨e n v i hyw ³ hy³ ? w e ‡ kølY  K iæ b | 

 
6. †e ½j  w m iv w g K - G i 10 R b K g ©K Z ©v  I K g©Pv ix  ¯̂í Z g m g ‡ q  A e m i †bb | G iv  w e w fbœ  w e fv ‡ M K g ©iZ  w Q ‡ j b| 

k~b¨c ` c ~ iY  K iv i R b¨ K g © K Z ©v ‡ `i ‡ R ¨ô Z v  w e ‡ e Pbv  K‡ i 5 R b‡ K  c ‡ `v bœw Z  †`q v  n q | e vw K  5 w U c ` 
w e Á v c ‡ bi g v a¨‡ g c ~ iY  K iv  n ‡ j v | w K š ‘ ‡ R ¨ô Z v i w fw Ë ‡ Z  c ‡ `v bœw Z  c Öv ß iv  `ÿ Z v i m v ‡ _  `v w q Z ¡ c v j b K i‡ Z  

c v i‡ j b bv | G ‡ Z  c Öw Z ô v bw U  ÿ w Z i m ¤§ yLx b n ‡ j v |  
 K . c w iw Pw Z g~j K  c Öw kÿ Y  K x ? 
 L. K g x © w be ©v P b e j ‡ Z  K x  †e v Sv q ?  
 M. D Ïx c ‡ K  e w Y ©Z  ‡ R ¨ô Z v i w fw Ë ‡ Z  c ‡ `v bœw Z  K g x ©ms MÖ‡ n i †K v b& a i‡ b i Dr m? e ¨v L¨v  K i æ b|  
 N . K g ©iZ ‡ ` i c ‡ `v b œw Z i †ÿ ‡ Î  c Öw Z ô v bw U i K x  c `‡ ÿ c  †b q v  Dw Pr  w Q j  e ‡ j  g ‡ b K ‡ ib|   
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7.  m v w g q v Z  A v j g kv n R v j v j  w eÁ v b I c Öhyw ³  w e k¦w e `¨v j ‡ q  G g w eG  c ‡ o | w e k¦w e `¨v j ‡ q  Z Ë ¡g ~j K  Á v bm ¤ú bœ  K iv i  
c i K Z ©„c ÿ  Z v ‡ K  Wv P e v s j v  e ¨v s ‡ K  n v ‡ Z - K j ‡ g e ¨e n v wiK  w kÿ v  MÖn ‡ Y i R b¨ †c ÖiY  K ‡ ib | w kÿ v  †K v m © 
m v d‡ j ¨i m v ‡ _  † kl K iv i c i  Z v ‡ K  Dc hy³  c ‡ ` w b‡ q v M † ` q v  n q |  

 K . e yw ×g Ë v  c ix ÿ v  K x ?  
 L. K g x ©ms MÖ‡ n i Dr m e j ‡ Z  K x  †e v Sv q ?  
 M. D Ïx c ‡ K  c Öw kÿ ‡ Y i †K v b  c ×w Z  e ¨e n v i K iv  n ‡ q ‡ Q ? e ¨ v L¨v  K i æb|   
 N . D³  c Öw kÿ Y  c ×w Z i ¸i æZ ¡  w e ‡ kølY  K i æb |  
 
8 . ‡ m v bv j x  e ¨v s K  c Öw Z  e Q i G w m‡ ÷ › U  w W‡ i± i c ‡ ` A ‡ bK  K g ©K Z ©v  w b‡ q v M †`q | A ‡ bK  K w V b c ix ÿ v  I w be ©v Pb  

c Öw µq v i g v a¨‡ g be w b hy³  G m e K g ©K Z ©v  ï iæ‡ Z B  K v R  Ki‡ Z  m ÿ g n q  bv | Z v B  Z v ‡`i‡ K  c Öw kÿ Y  c Ö̀ v ‡ bi  
e ¨e ’̄v  K iv  n q | †m v bv j x  e ¨v s K  †U ªw bs  G K v ‡ Ww g K g ©K Z ©v ‡ `i †U ªw bs  † `Iq v i K v R w U  c v j b  K ‡ i| w e w fbœ  c Öw Z ô v b 
w bR ¯̂ c ×w Z ‡ Z  G iƒc  †U ªw bs  e v  c Öw kÿ ‡ Y i e ¨e ’̄v  K ‡ i _ v ‡ K ?  

 K . c ‡ `v bœw Z i D‡ Ïk¨ K x ?  
 L. c Öw kÿ Y  e j ‡ Z  K x  †e v Sv q ?  e ¨v L¨v  K i æ b|  
 M. †m v bv j x  e ¨v s K  K Z ©„K  Z v i be w bhy³  K g ©K Z ©v ‡ `i  c Öw kÿ Y  `v ‡ bi  ¸ iæZ ¡ eY © bv  K i æb|   
 N . K x  K x  D‡ Ï‡ k¨ w e w f bœ c Öw Z ô v b K Z ©„K  G iƒc  c Öw kÿ ‡ Y i e ¨ e ’̄v  K iv  n q  Z v  w e ‡ kø lY  K iæ b |  
 
9. n v m v b m v ‡ n e m ¤ú ªw Z  G K w U  †e m iK v w i e ¨v s ‡ K  K g ©K Z ©v  w n ‡ m ‡ e w b‡ q v M †c ‡ q ‡ Q b| c Öv w Z ô v w bK  K v h© m ¤ú v `‡ b 

`ÿ Z v  A R ©‡ b i R b¨ Z v ‡ K  Q q  g v ‡ m i R b¨ G K w U  kv Lv q  †c ÖiY  K iv  n ‡ j v | †m Lv ‡ b w Z w b A b¨v b¨ e ¨v s K 
K g ©K Z ©v ‡ `i K v h©µg j ÿ  K ‡ i b, w b‡ R I G K - ỳw U  K v R  K ‡ i b| G fv ‡ e †c kv MZ  `ÿ Z v  A R ©b K ‡ i w Z w b G L b  
e ¨v s ‡ K i m K j  K v R  m ¤ú v ` b K i‡ Z  c v ‡ ib|   

 K . K g x © w b‡ q v M K x ?  
 L. w K fv ‡ e K g x © w be ©v P b K iv  n q ? 
 M. D Ïx c ‡ K  n v m v b m v ‡ n e †K v b& c Öw µq v q  †c kv MZ  `ÿ Z v  A R ©b K ‡ i b? e ¨v L¨v  K iæ b|  
 N . ÔK g ©‡ ÿ ‡ Î  D³  c Öw µq v  G K R b K g x ©‡ K  m dj Z v i †`v o ‡ Mv o v q  †c uŠ ‡ Q  †`q Õ -  Dw ³ w U  e ¨v L¨v  K iæ b|  
 
DËigvjv:  
c v ‡ V v Ë i g ~j ¨v q b 5. 1 :  1. K  2 .L  3 .L  4 .M 
c v ‡ V v Ë i g ~j ¨v q b 5.2  :  1.L  2 . K  3 .M  4 .L  
c v ‡ V v Ë i g ~j ¨v q b 5. 3  :  1. N  2 . K  3 . K  4 .L  

 


