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÷vwds (Staffing) 
 

 
 
 
 

 f~wgKv 
 

 

cÖ‡Z¨K cÖwZôv‡b `ÿ Kgx©evwnbx `iKvi| Kgx©ms ’̄vb ev ÷vwds eZ©gvb e¨e ’̄vcbvq cÖwZôv‡bi cÖ‡qvRbxq 

Kgx© Pvwn`v Abyhvqx Zv c~iY K‡i| ÷vwds Gi aviYv AZ¨šÍ e¨vcK| Kgx© msMÖn Kiv n‡Z ïiæ K‡i, Kgx© 

wbe©vPb, wb‡qvM, cÖwkÿY mewKQyB ÷vwds Gi AšÍf©y³| Rbm¤ú` n‡jv GKwU cÖwZôv‡bi g~j nvwZqvi ev 

PvwjKvkw³| ZvB e¨e ’̄vcKiv AZ¨šÍ ¸iæ‡Z¡i mv‡_ cÖwZôv‡bi Kgx© msµvšÍ welq we‡ePbv K‡ib| `ÿ Kgx© 

wb‡qv‡Mi gva¨‡g cÖwZôvb Zvi jÿ¨vR©b Ki‡Z mÿg nq| Kgx©ms ’̄vb cÖkœwU we‡klfv‡e AbybœZ †`‡ki Rb¨ 

GKwU AZ¨šÍ ¸iæZ¡c~Y© e¨vcvi †hLv‡b †eKvi mgm¨v AZ¨šÍ cÖKU| †mBRb¨ e¨e ’̄vcbv‡K AZ¨šÍ mwVK I 

¸iæZ¡ mnKv‡i Kgx© ms ’̄v‡bi cÖwµqv m¤úv`b Ki‡Z nq| 
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1 cvV 

 

÷vwds Gi msÁv I ¸iZ¡  
(Definition of Staffing and Importance of Staffing) 

� 

 

D‡Ïk¨  
 GB cvV †k‡l Avcwb- 
 5 ÷vwds Gi msÁv ej‡Z cvi‡eb| 
 5 ÷vwds Gi ¸iæZ¡ eY©bv Ki‡Z cvi‡eb|  

 

÷vwds Gi msÁv (Definition of Staffing) 
aiæY, DËiv gUm© wjt Zvi weµq e„w×i Rb¨ wKQy Staff Executive wb‡qvM Ki‡Z Pvq| G Rb¨ Zviv cwÎKvq 
weÁvcb w`j Ges Zvi djkªæwZ‡Z †ek wKQy msL¨K Av‡e`bcÎ Rgv coj| G Av‡e`b c‡Îi ga¨ n‡Z 
wKQy msL¨K Av‡e`bKvix‡K KvW© Bmy¨ Kiv n‡jv Ges mvÿvrKvi †bqv n‡jv Ges `yBRb‡K wb‡qvM †`qv 
n‡jv| g~jZt DËiv †gvUim Gi GB hveZxq Kvh©¸‡jv ÷vwds Gi AšÍf©y³| 
mvaviYfv‡e Kgx© ms ’̄vb ej‡Z Kgx© msMÖn ev †hvMvo Kiv eySv‡jI e¨e ’̄vcbvi †ÿ‡Î GwU e¨vcK A‡_© 
e¨eüZ nq| cÖwZôv‡bi wewfbœ ch©v‡q wK ai‡bi KZ msL¨vK Kgx©i cÖ‡qvRb n‡e Zv wbw`©óKiY, †mB 
Abyhvqx h_vh_ Drm evQvB K‡i Zv †_‡K cÖ‡qvRbxq Kgx© msMÖn, wbe©vPb Ges Zv‡`i h_vh_fv‡e Kv‡R 
jvMv‡bvi Rb¨ cÖ‡qvRbxq Kvh© e¨e ’̄v MÖn‡Yi cÖwµqv‡KB Kgx©ms ’̄vb bv‡g AwfwnZ Kiv nq| 

wb‡æ Kgx©ms ’̄v‡bi KwZcq RbwcÖq msÁv cÖ`vb Kiv n‡jv t  
1. Weihrich I Koontz– Gi g‡Z, ÒmvsMVwbK KvVv‡gvi wewfbœ ch©‡q Kgx©‡`i k~Y¨ ’̄vb c~iY I wb‡qvMK…Z 
Kgx©‡`i h_v ’̄v‡b msiÿY KivB n‡jv Kgx©ms ’̄vb| hv m¤úvw`Z nq msMV‡bi cÖwZwU ch©v‡q wK cwigvY I 
gv‡bi Kgx©i cÖ‡qvRb n‡e Zv wba©viY, cÖ‡qvRbxq Kgx© msMÖn, Kgx©‡`i ZvwjKvfz³KiY, h_ve¨w³‡K 
h_v ’̄v‡b wb‡qvM, cvwikªwgK I c‡`vbœwZ cÖ`vb, Kgx© g~j¨vqb, Kgx©‡`i e¨w³K Dbœq‡bi cwiKíbv MÖnY Ges 
cÖwkÿY `vb hv‡Z Zviv `ÿZvi mv‡_ DËgfv‡e KvR m¤úv`b Ki‡Z cv‡i|Ó 

2. J. L. Massie- Gi g‡Z, ÒKgx©ms ’̄vb n‡jv Ggb cÖwµqv hvi gva¨‡g e¨e ’̄vcK Aaxb ’̄‡`i wbe©vPb 
K‡ib, cÖwkÿY †`b, c‡`vbœqb I Aemi cÖ`vb K‡ib| 

Dc‡iv³ msÁv `ywU we‡kølY Ki‡j Kgx©ms ’̄vb cÖwµqvq g‡a¨ wb‡æv³ welqmg~n AšÍf©y³ i‡q‡Q e‡j 
cÖZxqgvb nq t 
K. msMVb KvVv‡gvi wewfbœ ch©v‡q wK gv‡bi I †Kvb& cwigv‡Yi Kgx©i cÖ‡qvRb n‡e Zv wbiƒcY Kiv; 
L. mwVK Drm evQvB K‡i Z_¨ n‡Z cÖ‡qvRbxq Kgx© msMÖn I wbe©vPb Kiv; 
M. wb‡qvMK…Z Kgx©‡`i Dchy³Zv hvPvB K‡i †hvM¨ e¨w³i‡`i h_v ’̄v‡b Kv‡R jvMv‡bvi e¨e ’̄v Kiv; 
N. cÖwZôv‡bi mvg_©¨ I Kgx©‡`i cÖ‡qvRb we‡ePbv K‡i Dchy³ †eZb KvVv‡gv wba©viY Kiv; 
O. Kgx©‡`i Dbœq‡bi Rb¨ cÖwkÿY I c‡`vbœwZi e¨e ’̄v Kiv; 
P. Kgx©‡`i KvR †_‡K Aemi cÖ`vb ev cÖ‡qvR‡b ev` †`qv| 

Dc‡iv³ Av‡jvPbv †k‡l ejv hvq †h, Kgx©ms ’̄vb ïaygvÎ cÖwZôv‡b Kgx© msMÖ‡ni mv‡_B m¤ú„³ bq eis 
msMV‡bi †Kvb& ch©v‡q †Kvb gv‡bi wK cwigvY Kgx© cÖ‡qvRb n‡e Zv wba©viY Kiv †_‡K Kgx© wb‡qvM, Kgx© 
cÖwkÿY, Kgx© cwiPvjbv msµvšÍ Kv‡h©i meUvB Kgx©ms ’̄v‡bi mv‡_ m¤ú„³| 

÷vwds Gi ¸iæZ¡  (Importance of Staffing) 

†h †Kvb cÖwZôv‡bi me©vwaK ¸iæZ¡c~Y© Dcv`vb n‡”Q gvbe Ges GB gvbe m¤ú`B cÖwZôv‡bi †gav, cÖÁv, 
m„RbkxjZv, D`¨g BZ¨vw`i †hvMvb †`q| ZvB cwiKíbv I msMV‡bi ci e¨e ’̄vcbvi Ab¨Zg ¸iæZ¡c~Y© 
KvR n‡jv Kgx©ms ’̄vb| hw`I Kgx©ms ’̄v‡bi KvR‡K A‡b‡KB msMVb (Organising) Kv‡Ri g‡a¨ AšÍf©y³ 
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K‡i‡Qb wKšÍz Weihrich I koontz Gi wb‡æv³ PviwU Kvi‡Y Kgx©ms ’̄vb‡K wfbœ KvR wnmv‡e †`Lv‡b DwPZ| 

1. msMV‡bi KvR Ggwb‡ZB A‡bK e¨vcK| ZvB Kgx©ms ’̄vb‡K Gi AšÍf©y³ Kiv n‡j Kgx©msMÖn I GZ` 
mswkøó welqvw`i ¸iæZ¡ K‡g hv‡e| G‡Z cÖwZôvb ÿwZMÖ Í̄ n‡e| Df‡q g‡b K‡ib, msMV‡bi KvR 
mvsMVwbK KvVv‡gv wba©viY, cÖ‡Z¨K wefvM I Dcwefv‡Mi `vwqZ¡-KZ©„Z¡ wbiƒcY I e›Ub Ges 
wefvMmg~‡ni ga¨Kvi cvi¯úwiK m¤úK© wba©vi‡Yi cÖwµqvi g‡a¨B mxgve× ivLv DwPZ| 

2. Kgx©ms ’̄v‡bi KvR‡K Avjv`v Kiv n‡j ïaygvÎ Kgx© msMÖnB bq cÖ‡Z¨K ch©v‡q Kgx©‡`i h_vh_ gvb I 
cwigvY wbiƒcY, Kgx©msMÖn I wbe©vPb, Kgx©‡`i e¨w³K Dbœqb, Kgx© g~j¨vqb-cwiKíbv MÖnY I wbe©vnx 
Dbœq‡bi g‡Zv welq¸‡jv h_vh_ ¸iæZ¡ jvf Ki‡e| 

3. Kgx©ms ’̄vb msµvšÍ welqwU AwaK ¸iæZ¡ cvIqvi Kvi‡Y cÖwZôv‡bi ev DaŸ©Z‡bi G msµvšÍ Ávb, 
AwfÁZv e„w× cvq| 

4. Kgx©ms ’̄vb‡K e¨e ’̄vcbvi KvR wnmv‡e †`Lv‡bv n‡j D”P ch©v‡qi e¨e ’̄vcKMY GKvRwU‡K kªwgK-Kgx© 
wefv‡Mi Dci m¤ú~Y© †Q‡o bv w`‡q wb‡Riv ¸iæ‡Z¡i mv‡_ we‡ePbv K‡i| 

Dc‡iv³ Av‡jvPbv n‡Z Avgiv ej‡Z cvwi †h, Kgx©ms ’̄vb ev ÷vwds AvaywbK e¨e ’̄vcbvi GKwU AZ¨šÍ 
¸iæZ¡c~Y© KvR| wb‡æ Kgx©ms ’̄v‡bi ¸iæZ¡ ms‡ÿ‡c Av‡jvPbv Kiv n‡jvt 

K. `ÿ I  †hvM¨ Kgx©evwnbx msMÖn I msiÿY (Recruitment and maintaimence of an efficient work force) 
t Kgx©ms ’̄v‡bi cÖavb KvR n‡jv `ÿ I †hvM¨ Kgx©evwnbx msMÖn I msiÿY| gvbem¤ú` n‡jv 
cÖwZôv‡bi g~j nvwZqvi| ZvB G m¤ú` mwVKfv‡e msMÖn I Dbœq‡bi Rb¨ cÖ‡qvRb Kgx©ms ’̄vb| 
Kgx©ms ’̄v‡bi gva¨‡gB `ÿ evwnbx msMÖn I Gi Kvh©Ki e¨envi wbwðZ Kiv m¤¢e| 

L. Ab¨vb¨ DciKiYvw`i Kvh©Ki e¨envi (Effective utilisation of other inspnt factors) t cÖwZôv‡b 
wb‡qvwRZ KuvPvgvj, hš¿cvwZ, A_©, evRvi, c×wZ cÖf…wZ Agvbexq DcKi‡Yi Kvh©KvwiZv Rbkw³i 
`ÿZvi Dci wbf©i K‡i| Kgx©ms ’̄vb cÖ‡qvRbxq msL¨vK Kvg¨ gv‡bi Kgx©msMÖn I msiÿ‡Yi gva¨‡g 
Agvbexq DcKiYmg~‡ni Kvh©Ki e¨envi wbwðZ K‡i| 

M. gvbe m¤ú‡`i Kvh©Ki e¨envi wbwðZKiY (Ensuring effective utilisation of human resources) t 
e¨e ’̄vcbvi †ÿ‡Î gvbe m¤ú` cÖwZôv‡b me©vwaK ¸iæZ¡c~Y© Dcv`vb| gvbe m¤ú‡`i h_vh_ msMÖn I 
Dbœq‡bi Dci cÖvwZôvwbK mvdj¨ wbf©ikxj| Kgx© ms ’̄v‡bi KvR n‡”Q gvbe m¤ú‡`i Kvh©Ki e¨envi 
wbwðZKiY| Gw`K †_‡K cÖwZôvwbK mvd‡j¨i †ÿ‡Î Kgx©ms ’̄v‡bi ¸iæZ¡ Acwimxg| 

N. cÖvwZôvwbK mvdj¨ e„w× (Increase of organisation success) t cÖwZôv‡bi Rb¨ Rbm¤ú` cwiKíbv 
Kgx©ms ’̄v‡bi ¸iæZ¡c~Y© w`K| Kgx©ms ’̄v‡bi gva¨‡g cÖwZôv‡bi Kgx©‡`i Pvwn`v †gUv‡bv hvq| fwel¨‡Zi 
Pvwn`vI cye©vbygvb Kiv hvq| hvi d‡j †hvM¨Zvi wfwË‡Z Kgx©‡`i wb‡qvMI †`qv nq| d‡j Kv‡Ri gvb 
wbqwš¿Z nq Ges cÖvwZôvwbK mvdj¨ e„w× cvq| 

O. e¨e ’̄vcbvi Ab¨vb¨ Kv‡R mnvqZv `vb (Facilitate other managemet functions) t e¨e ’̄vcbvi Ab¨vb¨ 
Kvh© †hgb cwiKíbv, wb‡`©kbv I †cÖlYvi mv‡_ Kgx©ms ’̄vb Nwbôfv‡e RwoZ| cÖwZôv‡b wb‡qvwRZ 
DcKibvw`i Av‡jv‡K cwiKíbv Kiv nq Ges cÖYxZ cwiKíbvi ev Í̄evq‡bi g~j nvwZqvi n‡jv `ÿ 
Rbkw³| wb‡`©kbvi h_v_©Zv I Gi ev Í̄evqb Kgx©‡`i Dci wbf©ikxj| Kgx©‡`i gvb I †hvM¨Zv 
Kgx©msMÖn I wbe©vPbKv‡j wbwðZ Kiv m¤¢e bv n‡j Zv‡`i †cÖlYv `v‡bi gva¨‡g GwM‡q †bqv m¤¢e nq 
bv| 

Dcmsnv‡i ejv hvq †h gvbe m¤ú` me‡P‡q ¸iæZ¡c~Y© welq| eZ©gv‡b Kv‡h© RwUjZv e„w× cvIqvq `ÿ 
Rbej msMÖn I Zv‡`i Dbœqb LyeB ¸iæZ¡c~Y©| ZvB Kgx©ms ’̄vb Gi ¸iæZ¡ cÖwZwbqZ e„w× cv‡”Q| 
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Kgx©msMÖn, wbe©vPb, wb‡qvM I cÖwkÿY 
(Recruitment, Selection & Training) 

� 

 

D‡Ïk¨  
 GB cvV †k‡l Avcwb- 
 5 Kgx© msMÖn mg‡Ü ej‡Z cvi‡eb| 
 5 Kgx© wbe©vPb m¤ú‡K© Ávb jvf Ki‡Z cvi‡eb| 
 5 wb‡qvM c×wZ m¤ú‡K© Rvb‡Z cvi‡eb| 
 5 cÖwkÿ‡Yi myweav m¤^‡Ü Rvb‡Z cvi‡eb|   

 
Kgx© msMÖn (Recruitment of employees)  

Kgx© msMÖn n‡”P GKwU cÖwµqv hvi gva¨‡g cÖwZôv‡bi cÖ‡qvRb I c~e© wbw`©ó gvb Abyhvqx †hvM¨Zvi Rbkw³ 
†Kvb Drm n‡Z msMÖn Kiv Ges D³ Drm n‡Z cÖ‡qvRbxq Rbkw³‡K Kgx©wbe©vP‡bi myweav‡_© cÖwZôvb ch©šÍ 
Avbvi e¨e ’̄v Kiv| ms‡ÿ‡c ejv hvq, Kgx© msMÖn ej‡Z fwel¨Z Kgx© Ly‡R †ei Kivi cš’v‡K eySvq| 

Kgx©msMÖ‡ni Drm (Sources of Recruitment)  

Kgx© msMÖ‡ni †ÿ‡Î Drm we‡ePbv LyeB ¸iæZ¡| †Kvb Drm n‡Z Kgx© msMÖn Kiv n‡e Zv wba©viY Kiv GKwU 
¸iæZ¡c~Y© wm×všÍ| Kgx©msMÖ‡ni Drm mvaviYZt `yB fv‡M fvM Kiv hvq| h_v- 

 1. Avf¨šÍixY Drm (Internal Soruces)  

 2. evwn¨K Drm (External Sources)  

1. Avf¨šÍixY Drm (Internal Source) t 
cÖwZôvb A‡bK mgq Kg©iZ Kgx©‡`i ga¨ n‡Z Kgx© msMÖn K‡i _v‡K| G‡K Kgx© msMÖ‡ni Af¨šÍixY Drm 
e‡j| Avf¨šÍixY Drmmg~n n‡jv- 

K. c‡`vbœwZ (Promotion) t D”PZi I `vwqZ¡c~Y© c‡` †h‡ÿ‡Î A‡cÿvK…Z AwfÁZv m¤úbœ Kgx©i cÖ‡qvRb 
nq †m‡ÿ‡Î- cÖwZôv‡b Kg©iZ Kgx©‡`i c‡`vbœwZ cÖ`v‡bi gva¨‡g cÖ‡qvRbxq Kgx© msMÖn Kiv n‡q 
_v‡K| 

L. wb‡qvwRZ Kgx©‡`i mycvwik (Recommendation of employed persons) t †Kvb †Kvb cÖwZôvb eZ©gvb 
Kg©iZ Kgx©‡`i mycvwi‡ki wfwË‡Z I Kgx© msMÖn Kiv nq| G‡ÿ‡Î cÖv_©xi †hvM¨Zv m¤ú‡K© 
mycvwikKvix Iqv‡Kenvj _v‡K| ZvB h_vh_ KZ©„cÿ mn‡RB we‡ePbv Ki‡Z cv‡i| 

M. kªwgK msN (Union) t kªwgK msN Kgx© msMÖ‡ni Drm wnmv‡eI KvR K‡i| Zv‡`i cQ›`gZ cÖv_x©i 
wb‡qv‡Mi Rb¨ kªwgK msN KvR K‡i| 

2. evwn¨K Drmg~n (External Sources) t 
Avf¨šÍixY Drm Qvov Ab¨ †Kvb Drm n‡Z Kgx©msMÖn Ki‡j Zv‡K Kgx© msMÖ‡ni evwn¨K Drm e‡j| 
cÖwZôv‡bi Af¨šÍ‡i hLb †hvM¨ †jvK cvIqv hvq bv ev AwZwi³ bZzb †jv‡Ki cÖ‡qvRb nq ZLb evwn¨K 
Drm n‡Z Kgx© msMÖn Kiv nq| evwn¨K Drmmg~‡ni eY©bv wb‡P †`qv n‡jv- 

K. wkÿv cÖwZôvb (Education of Institute) t †Kvb cÖwZôv‡b bZzb Kgx©i cÖ‡qvRb n‡j H cÖwZôvb wewfbœ 
wkÿv cÖwZôv‡bi Aby‡gv`bµ‡g Zv‡`i weÁwß †ev‡W© Uvwb‡q _v‡K| †bvwUk †ev‡W© Uvwb‡q †`qv nq| 
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L. weÁvcb (Advertisement) t k~b¨ c‡` †jvK wb‡qv‡Mi Rb¨ wewfbœ cÖwZôvb msev`cÎ, Rvb©vj, wUwf 
BZ¨vw`‡Z weÁvcb cÖ`vb K‡i| 

M. PvKwi wewb‡qvM †K›`ª (Employment change commission) t PvKzwi wewb‡qvM †K›`ª bv‡g A‡bK †ÿ‡ÎB 
¯̂Zš¿ cÖwZôvb jÿ¨ Kiv hvq †Kvb cÖwZôv‡b bZzb Kgx©i cÖ‡qvRb n‡j Zviv Pvwn`v Abyhvqx wewb‡qvM 
†K›`ª n‡Z bZzb Kgx© msMÖn K‡i| 

N. e„wËg~jK cÖwkÿY †K›`ª (Vocational training institute) t Kgx© msMÖ‡ni Av‡iKwU Ab¨Zg Drm n‡jv 
e„wËg~jK cÖwkÿY †K›`ªmg~n| miKvwi I †emiKvix wewfbœ e„wËg~jK cÖwkÿY †K›`ª n‡Z cÖ‡qvRbxq 
†hvM¨Zvm¤úbœ Kgx©msMÖn Ki‡Z cv‡i| 

Kgx© msMÖ‡ni †ÿ‡Î wewfbœ Dr‡mi myweav Amyweav we‡ePbv K‡i †h †Kvb GKwU Dfq Drm n‡Z msMÖn Kiv 
†h‡Z cv‡i| 

 

Kgx© wbe©vPb (Selection of Employee)  

msÁv (Definition)  

mvaviY A‡_© Kgx© wbe©vPb ej‡Z bZzb Kgx© wb‡qvM Kivi cÖwµqv‡K eySvq| G‡Z †Kej bZzb Kgx© 
wbe©vPb‡KB eySvq bv eis cÖwZôv‡bi KZ©e¨iZ‡`i c‡`vbœwZ, e`wj, eiLv Í̄, c`vebwZ BZ¨vw` welq‡K 
eySvq| GK K_vq wbe©vPb ej‡Z g‡bvqb `vb †K eySvq|  

wb‡æ Kgx© wbe©vPb msµvšÍ wel‡q `ywU ¸iæZ¡c~Y© msÁv cÖ`vb Kiv n‡jvt 

1. R. M. Hodgetts- e‡jb Òwbe©vPb n‡jv Ggb GKwU cÖwµqv hvi GKwU cÖwZôvb Av‡e`bKvix‡`i ga¨ 
n‡Z wbw`©ó c‡`i Rb¨ me‡P‡q †hvM¨ e¨w³‡K evQvB K‡i|Ó 

2. Dale Yoder- Gi g‡Z Òwbe©vPb n‡jv Ggb GKwU cÖwµqv †hLv‡b PvKwi‡Z wb‡qv‡Mi Rb¨ Kgx©‡`i `y‡Uv 
fvM Kiv nq; Gi GK`j‡K PvKwii Rb¨ cÖ Í̄ve †`qv nq Ges Ab¨ `j‡K Giƒc cÖ Í̄ve †`qv nq bv|Ó 

Dcmsnv‡i ejv hvq, cÖwZôv‡bi Rb¨ GKwU my`ÿ I †hvM¨Zvm¤úbœ Kgx©evwnbx MVb I cwiPvjbvi j‡ÿ¨ 
cÖ‡qvRb Abyhvqx wewfbœ c‡`i Rb¨ Av‡e`bKvix ev AvMZ cÖv_x©‡`i ga¨ †_‡K †hvM¨ Kgx©‡`i wb‡qvM ev 
Af¨šÍixY Drm n‡Z †hvM¨Zv m¤úbœ †jvK‡`i D”PZi c‡` wb‡qvM Kivi cÖwµqv‡K wbe©vPb e‡j|  

 

Kgx© wbe©vPb / wb‡qvM c×wZ (Selection Process) 

GKwU cÖwZôv‡bi wewfbœ Í̄‡ii Rb¨ Kgx© wbe©vPb c×wZ wK n‡e Zv †hgwb cÖwZôv‡bi wbR¯̂ welq †ZgbwU Zv 
c‡`i cÖK…wZi Ici wbf©ikxj| Avgv‡`i †`‡k e„n`vqZb cÖvq mKj Kvievix cÖwZôvb mvaviYZt wbæwjwLZ 
wbe©vPb c`‡ÿcmg~n AbymiY K‡i _v‡K| 

1. Av‡e`bcÎ MÖnY (Receipt of Appliction) t Bnv wbe©vPb cÖwµqvi cÖ_g c`‡ÿc| cÖ‡qvRbxq wbw`©ó 
msL¨K c` c~i‡Yi Rb¨ Kgx©i wkÿvMZ †hvM¨Zv, `ÿZv, AwfÁZv BZ¨vw`i D‡jøLc~e© cwÎKvq 
weÁvcb ev Kgx©i Drmmg~‡n †hvMv‡hvM Kiv n‡q _v‡K| Gi d‡j cÖwZôvb PvKzix cÖv_x©‡`i wbKU †_‡K 
cÖPyi cwigvY Av‡e`b cÎ †c‡q _v‡K| †hgb evsjv‡`k wmwfj-mvwf©m Gi weÁwß I Av‡e`bcÎ MÖnY| 

2. cÖv_wgK mvÿvrKvi (Preliminary Interview) t Av‡e`bKvix‡`i Av‡e`b cÎ cÖvwßi ci cÖv_wgK 
mvÿvZKvi ev wcÖwjwgbvix †U÷ †bqv nq| †hgb- we.wm.Gm.Gi Av‡eb`Kvix‡`i Av‡e`bcÎ †_‡K 
evQvB K‡i Zv‡`i‡K Preliminary Test- Gi Rb¨ WvKv nq| 
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3. wjwLZ cixÿv (Wrttten Test)  t Preliminary Test- G DËxY© cixÿv_x©‡`i‡K mvaviYZt wjwLZ 
cixÿvq AskMÖnY Ki‡Z nq| hvi †hgb we.wm.Gm-G wcÖwjwgbvix DËxY© cÖv_x©‡`i‡K wjwLZ cixÿvq 
WvKv nq| 

4. gb Í̄vwZ¡K I eyw×gËv cixÿv t (Psychological Test) A‡bK mgq wewfbœ miKvix ev Avav miKvix 
cÖwZôvb wjwLZ cixÿvq DËxY© cÖv_x©‡`i gb Í̄vwË¡K I eyw×gËv cixÿv wb‡q _v‡K| †hgb we.wm.Gm-G 
wjwLZ cixÿvq DËxY© cÖv_x©‡`i gb Í̄vwË¡K I eyw×gËv cixÿv †`Iqv nq|  

5. mvÿvrKvi (Interview) t gb Í̄vwË¡K I eyw×gËv cixÿvi DËxY© cÖv_x©‡`i †K Interview Board Gi 
gva¨‡g mvÿvrKv‡ii e¨e ’̄v Kiv nq| †evW© cÖv_x©i wkÿv, AwfÁZv I e¨w³MZ welqvejx m¤ú‡©K 
†gŠwLK cÖ‡kœi gva¨‡g †R‡b †bq| 

6. cÖv_wgK wbe©vPb (Preliminary Selection) t c~‡e©v³ wewfbœ c`‡ÿc K…wZ‡Z¡i mv‡_ AwZµg Ki‡Z 
cvi‡j Av‡e`bKvix‡K cÖv_wgK fv‡e wbe©vPb Kiv nq| 

7. kvixwiK cixÿv (Physical Examination) t cÖv_wgKfv‡e wbe©vwPZ Av‡e`bKvix‡K kvixwiK cixÿvq 
AskMÖnY Ki‡Z nq| 

8. AZxZ BwZnvm AbymÜvb (Investing of Previous History) t P~ovšÍ wbe©vP‡bi Av‡M cÖv_x©i AZxZ 
BwZnvm m¤ú‡K© Rvbv nq| mvaviYZt cywjk wefvM KZ©„K cÖv_x©i AZxZ BwZnvm AbymÜvb Kiv nq|  

9. P~ovšÍ wbe©vPb (Final Selection) t wbe©vPb cÖwµqvi me avc K…wZ‡Z¡i mv‡_ DËxY© Av‡e`bKvix‡K 
P~ovšÍfv‡e wbe©vwPZ Kiv nq| 

10. †hvM`vb (Placement) t P~ovšÍfv‡e wbe©vwPZ cÖv_x©‡K wbw`©ó mg‡qi g‡a¨ Kv‡R †hvM`vb Ki‡Z ejv 
nq| cÖv_x©‡K Kv‡R †hvM`vb msµvšÍ GKwU wjwLZ †hvM`vbcÎ wb‡qvMKvixi wbKU Rgv w`‡Z nq| 

e Í̄zZt Gfv‡eB wbe„vPb cÖwµqv m¤úbœ n‡q _v‡K| 
 

cÖwkÿY  (Training) 

cÖwkÿY n‡jv GK ai‡bi wkÿv, hv Kgx©‡`i‡K Zv‡`i Kvh© m¤úv`‡bi †ÿ‡Î `ÿZv e„w× K‡i| Ab¨fv‡e 
ejv hvq, cÖwkÿY n‡”Q Ggb GKwU cÖwµqv hvi gva¨‡g †Kvb GKwU Kvh© m¤úv`‡bi Rb¨ Kgx©‡`i ¯̂vfvweK 
ÿgZv, `ÿZv, †hvM¨Zv BZ¨vw`i Dbœqb mvab Kiv| cÖwkÿY †h †Kvb cÖwZôv‡bi myô e¨e ’̄vcbvi g~j 
PvweKvwV| g~jZt cÖwkÿY GKwU e¨envwiK welq hv PvKzix‡Z cÖ‡e‡ki ci Bnvi Kvh©µg ïiæ nq| 
mvaviYZt cÖwkÿY ¯̂í‡gqv`x Ges G‡Z `ªæZ djvdj cvIqv hvq| 
 

cÖwkÿ‡Yi cÖ‡qvRbxqZv (Necessities of Training)  

cÖwkÿY Kgx©‡`i ÁvbvR©b, `ÿZv e„w×, AvPi‡Yi cwieZ©b Ki‡Z †kLvq| wb‡æ cÖwkÿ‡Yi wewfbœ 
cÖ‡qvRbxqZv eY©bv Kiv n‡jv- 

1. Drcv`bkxjZv e„w× (To increase productivity) t cÖwkÿY Kgx©‡`i Kvh© ÿgZv e„w× K‡i| we‡klZt 
bZzb Kgx© wb‡qv‡Mi ci Zv‡`i cÖwkÿY w`‡Z nq hv‡Z Zv‡`i `ÿZv I Kvh©ÿgZv e„w× K‡i 
Drcv`bkxjZv Ki‡Z mnvqZv K‡i| 

2. gvb-Dbœqb Kiv (To improve quality) t cÖwkÿY Kgx©‡`i gvb Dbœq‡b mnvqZv K‡i| cÖwkÿY cÖvß-
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Kgx© cÖwZôv‡b _vK‡j cÖwZôv‡bi cY¨ I †mevi gvb e„w× cvq| 

3. fwel¨Z Kgx©i cÖ‡qvRb †gUvq (Fulfil future personel needs) t GKwU cÖwZôv‡bi Kgx©‡`i cÖwkÿY 
†`qv _vK‡j fwel¨Z Kgxi cÖ‡qvRb †gUv‡Z cv‡i| †hgb- Kw¤úDUvi Acv‡iUi, c~‡e© mewKQy UvBc 
ivBUvi †gwk‡b Kiv n‡Zv| h_vchy³ cÖwkÿ‡Yi gva¨‡g Kgx© mn‡RB Kw¤úDUvi Acv‡iU Ki‡Z cv‡i| 

4. mvsMVwbK cwi‡e‡ki Dbœqb (To improve organizational climate) t cwiKwíZ cÖwkÿY Kg©m~Px 
cÖwZôv‡b abvZ¥K g‡bvfve m„wó K‡i| hvi djkªæwZ‡Z cÖwZôv‡bi Drcv`b, cY¨ gvb I Avw_©K my‡hvM 
myweav e„w× cvq| 

5. ¯̂v ’̄¨ I wbivcËvi Dbœqb (To improve health and safety) t mwVK cÖwkÿY cÖ`v‡bi gva¨‡g Kgx©‡`i 
¯̂v ’̄¨ I wbivcËv wbwðZ Kiv hvq| Bnvi d‡j Kgx©‡`i gvbwmK w ’̄wZkxjZv e„w× cvq| 

6. e¨w³MZ Dbœqb (Personal Growth) t cÖwkÿ‡Yi gva¨‡g Kgx©‡`i Kvh© msµvšÍ AwfÁZv e„w× cvq| 
Avi GB AwfÁZvi gva¨‡gB GKRb Kgx©i e¨w³MZ Dbœqb m¤¢e| 

 
cÖwkÿ‡Yi c×wZmg~n (Methods of Training)  
msMV‡bi Kgx©i `ÿZv e„w×i Rb¨ wewfbœ ai‡bi cÖwkÿY c×wZ e¨envi Kiv nq| wb‡æ wewfbœ ai‡bi cÖwkÿY 
c×wZ eY©bv Kiv n‡jvt 

1. wkÿvbexk Kg©m~wP (Apprenticeship Program) t  
 †h cÖwµqvi gva¨‡g GKRb `ÿ I AwfÁ †jv‡Ki Aax‡b bZzb Kgx©‡K cÖwkÿY †`qv nq Zv‡K 

wkÿvbexk cÖwkÿY e‡i| D”Pc` ’̄ Kg©KZ©vi Aax‡b wkÿvbexk Kgx©iv GKwU wbw`©ó mgq ch©šÍ Ávb 
jvf K‡i| 

2. we‡kl Kvh©fvi Ac©‡bi gva¨‡g cÖwkÿY (Training through special horinment) t  
 Kgx©‡`i‡K we‡kl Kvh©fvi AR©‡bi gva¨‡gI cÖwkÿY `vb Kiv hvq| G‡ÿ‡Î wkÿvbexk 

e¨e ’̄vcKMY‡K c~Y© ¯̂vaxbZv †`qv nq Ges cwiKíbv, ¯̂vaxbfv‡e wm×všÍMÖnY Ges wewea m`m¨vi 
mgvavb evwni Kievi my‡hvM jvf K‡i _v‡Kb| 

3. e³…Zvi gva¨‡g cÖwkÿY (Training through lecture) t  
 GB c×wZ‡Z Kgx©‡`i cÖwZôv‡bi AvBb Kvbyb, Kvh© cÖYvjx Ges c×wZ m¤ú‡K© Z_¨ mieivn Kiv nq| 

G c×wZ‡Z cÖwkÿK wewfbœ wel‡q e³…Zv cÖ`vb K‡ib Ges wkÿv_x©MY Zv n‡Z wkÿv MÖnY K‡ib| 

4. AbyKiY Abykxjb (Simulation Exercise) t  
 GwU A‡bKUv K…wÎg wkÿv c×wZ| †h me miÄvgvw`, hš¿cvwZ I Kjv‡KŠkj e¨envi Kiv nq †h me 

DcKiYvw` AbyKi‡Yi gva¨‡g Ges wKQy DcKiY e¨env‡ii gva¨‡g cÖwkÿY †`qv nq| wegvb evwnbx ev 
†Mvj›`vR evwnbxi mwVK j‡ÿ¨ AvNvZ nvbvi †ÿ‡ÎI GB cÖwkÿY c×wZ e¨envi nq| 

5. †KvwPs Ges civgk© `v‡bi gva¨‡g cÖwkÿY (Training through coaching and counselling) t  
 †KvwPs Gi gva¨‡g wkÿvbexk e¨e ’̄vcKMY‡K Zv‡`i Kvh© m¤^‡Ü wewfbœ bxwZ, cÖwµqv AewnZ Kiv 

nq| mvaviYZt D”PZi e¨e ’̄vcK KZ„©K †KvwPs cÖ`vb Kiv nq| Avevi civgk© cÖ`vb n‡”Q e¨e ’̄vcbvi 
Ab¨Zg GKwU cÖwkÿY cÖwµqv| civgk© `vZvMY wkÿvbex‡ki wewfbœ cÖ‡kœi DËi `vb K‡i _v‡Kb| 

6. Awa‡ekb I †mwgbvi  (Conference and Seminars) t  
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 Awa‡ekb I †mwgbvi c×wZ‡Z cÖwkÿY cÖ`vb Kiv n‡q _v‡K| G c×wZ‡Z wewfbœ wel‡q we Í̄vwiZ 
Av‡jvPbv nq Ges cvi¯úwiK Z_¨ Av`vb cÖ`vb nq| 

7. Kvh© cwieZ©b (Job rotation) t 
 wewfbœ mg‡q wewfbœ Kv‡h© cwieZ©b K‡i GKRb e¨e ’̄vcK‡K cÖwZôv‡bi wewfbœ wel‡q wkÿv †`qv hvq| 

G c×wZi gva¨‡g GKRb Kgx© wewfbœ wel‡q Dchy³ wkÿv jvf K‡i| 

 Av‡jvPbv †k‡l ejv hvq cÖwkÿY g~jZt weR‡qi Drm| ZvB cÖ‡Z¨KwU cÖwZôvb‡K cÖ‡hvwMZvg~jK 
evRv‡i wU‡K _vKvi Rb¨ cÖwZôv‡bi cÖK…wZ I Pvwn`v Abyhvqx cÖwkÿY cÖ`vb Kiv GKvšÍ Riæix| 

 

mvi-ms‡ÿc 

* ÷vwds `ÿ I †hvM¨ Kgx©evwnbx msMÖn I msiÿY K‡i| 
* ÷vwds Agvbexq DcKiYmg~‡ni Kvh©Ki e¨envi wbwðZ K‡i| 
* ÷vwds gvbe m¤ú‡`i Kvh©Ki e¨envi wbwðZ K‡i| 
* ÷vwds cÖvwZôvwbK mvdj¨ e„w× K‡i| 
* e¨e ’̄vcbvi Ab¨vb¨ Kv‡R mnvqZv `vb K‡i ÷vwds| 
* ÷vwds ej‡Z ïaygvÎ Kgx©ms‡MÖi mv‡_B m¤ú„³ bq eis msMV‡bi †Kvb ch©v‡q †Kvb gv‡bi wK cwigvY 

Kgx© cÖ‡qvRb Zv wba©viY Kiv †_‡K Kgx© wb‡hvM, Kgx© cÖwkÿY I Kgx© cwiPvjbv msµvšÍ Kv‡h©i meUvB 
Kgx©ms ’̄v‡bi mv‡_ m¤ú„³| 

* Kgx© msMÖn ej‡Z fwel¨Z Kgx© Ly‡R †ei Kivi cš’v‡K eySvq| 
* Kg©x wbe©vPb ej‡Z bZzb Kgx© wb‡hvM Kivi cÖwµqv‡K eySvq| 

* cÖwkÿY n‡jv Ggb GKwU wkÿv hvi gva¨‡g Kgx©‡`i‡K `ÿZv, I ÿgZv e„w× Kiv hvq| 
 
 

iPbvg~jK cÖkœvejx 
 

1. ÷vwds ej‡Z wK ey‡Sb?  ÷vwds-Gi ¸iæZ¡ Av‡jvPbv Kiæb| 
2. Kgxs msMÖ‡ni Drm mg~n eY©bv Kiæb| 
3. Kgx© wbe©vPb wK? Kgx© wbe©vP‡bi cÖwµqv Av‡jvPbv Kiæb| 
4. cÖwkÿY wK? cÖwkÿ‡Yi cÖ‡qvRbxqZv Av‡jvPbv Kiæb| 
 
 

mswÿß cÖkœvejx 
 

1. Kgx© msMÖn ej‡Z wK ey‡Sb? 
2. Kgx© msMÖ‡ni evwn¨K Drm mg~n eY©bv Kiæb| 
3. cÖwkÿ‡Yi wewfbœ c×wZ eY©bv Kiæb| 
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