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†h‡Kv‡bv cÖwZôv‡bi mvd‡j¨i  Awe‡”Q`¨ Ask n‡jv †m cÖwZôv‡b wb‡qvwRZ gvbe m¤ú`| mwVKfv‡e evQvBK…Z 
I wb‡qvMK…Z Kg©x‡`i h‡_vchy³ cÖwkÿY w`‡q †hvM¨ I wbôvevb Kg©x wn‡m‡e M‡o Zzj‡Z cvi‡j ZvivB 
cÖwZôv‡bi mvd‡j¨i aviK n‡q `vuovq| me Kg©xiv mw¤§wjZfv‡eB cÖwZôv‡bi gvbe m¤ú` wn‡m‡e weivR K‡i| 
Zv‡`i `ÿZv, cÖÁv I Kg©-A½xKv‡ii Dci eûjvs‡k wbf©ikxj cÖwZôv‡bi e¨emvwqK mvdj¨| ZvB Zv‡`i 
wbev©Pb I Ab¨vb¨ wel‡qi Dci h_v‡hvM¨ ¸iæZ¡ †`qv e¨e ’̄vcK‡`i Rb¨ Acwinvh©| Avgiv G BDwb‡U mvsMVwbK 
AvPi‡Yi mv‡_ mswkøó gvbe m¤ú` e¨e ’̄vcbvi wewfbœ welq¸‡jvi Dci Av‡jvPbv mxgve× ivL‡ev|   
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  gvbe m¤ú` cwiKíb 
 Human Resource Planning   

  

 
D‡Ïk¨ 

     
G cvV †k‡l Avcwb-  

• gvbe m¤ú` cwiKíb m¤ú‡K© aviYv cv‡eb| 
• gvbe m¤ú` cwiKí‡bi c`‡ÿc¸‡jv Rvb‡Z cvi‡eb| 

• gvbe m¤ú` cwiKí‡bi Kvh©vewj e¨vL¨v Ki‡Z cvi‡eb| 

 
 
gvbe m¤ú` cwiKíb (ev Rbkw³ cwiKíb) me cÖwZôv‡bi Rb¨B Lye ¸iæZ¡c~Y©| Avgiv Av‡Mi BDwbU¸‡jv 
Aa¨qbc~e©K †R‡bwQ, Kg©x‡`i AvPiY wKfv‡e Kg©m¤úv`‡b f‚wgKv iv‡L| ZvB †h‡Kv‡bv cÖwZôv‡bi Rb¨B gvbe 
m¤ú‡`i mwVK cwiKíb Acwinvh©| gvbe m¤ú` cwiKíb ej‡Z eySvq, †Kv‡bv cÖwZôv‡b fwel¨‡Z †Kv‡bv wbw ©̀ó 
mg‡qi Rb¨ (2 eQi, 5 eQi, 10 eQi BZ¨vw`) wewfbœ c‡` KZRb Kg©xi cÖ‡qvRb n‡e Zrm¤úwK©Z cwiKíb| 
†÷vbv‡ii (Stoner) g‡Z, cÖwZôv‡bi †fZ‡ii Ges evB‡ii wewfbœ Dcv`vb we‡ePbvc~e©K fwel¨‡Z cÖ‡qvRbxq 
Kgx© m¤úwK©Z cwiKíb‡K ejv nq gvbe m¤ú` cwiKíb| (Human resource planning refers to planning 

for the future personnel needs of an organization, taking into account both internal activities 

and factors in the external environment)| †hme cÖwZôvb gvbe m¤ú` cwiKíbv cÖYqb K‡i bv, Zviv 
cÖwZôv‡bi jÿ¨ mwVKfv‡e AR©b Kivi c‡_ cÖwZK~jZvi m¤§yLxb nq| 
 

wet `ªt Planning k‡ãi A_© e¨vKiYMZ Kvi‡Y ÔcwiKíbÕ nIqvB evÃbxq, hw`I A‡b‡K Planning-Gi evsjv cÖwZkã 
ÔcwiKíbvÕ wj‡L _v‡Kb| G kãwU GKwU gerund; †m‡nZz Gi A_© cwiKíb nIqv DwPZ| ZvQvov cÖZ¨‡qi w`K †_‡K wPšÍv 
Ki‡jI Planning-Gi evsjv ÔcwiKíbÕ nIqvB hyw³hy³| cø¨vb (Plan)-Gi evsjv cÖwZkã ÔcwiKíbvÕ n‡Z cv‡i|   

 
 

gvbe m¤ú` cwiKí‡bi mv‡_ RwoZ Kvh©vewj 
Functions Related to Human Resource Planning 

gvbe m¤ú` cwiKí‡bi mv‡_ g~jZ, ỳÕwU KvR RwoZ| G¸‡jv wb‡Pi wP‡Î †`Lv‡bv n‡q‡Q| wPÎ †_‡K †`Lv 
hv‡”Q †h, gvbe m¤ú` cwiKí‡bi mgq cÖwZôv‡b Kg©iZ e¨w³‡`i Kvh©vewj we‡kølY K‡i Kg©-weieYx (job 

descriptions) I Kg©-wbw ©̀óKiY (job specifications) ‰Zwi Ki‡Z nq| wØZxqZ, eZ©gv‡b cÖwZôv‡b †hme 
e¨w³ wewfbœ c‡` Kg©iZ Av‡Q (cyi‡bv cÖwZôv‡bi †ejvq) Zv‡`i ¯’vwqZ¡, AvMgb-wbM©g‡Yi nvi, kÖg evRv‡i 
Giƒc ‡hvM¨Zv-m¤úbœ Kg©x‡`i cÖvc¨Zv BZ¨vw` wbix‡L cÖwZôv‡bi Rb¨ Kg©xi Pvwn`v I mieiv‡ni c~e©vbygvb Ki‡Z 
nq| Kvh©-we‡kølY m¤ú‡K© 3q cv‡V Avgiv we Í̄vwiZ Av‡jvPbv Ki‡ev| 
 

 
 
        
                                                
 
 
 
 
 
 

wPÎ: gvbe m¤ú` cwiKí‡bi mv‡_ RwoZ Kvh©vewj 
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Kvh©-we‡kølY 
Job Analysis 

Kg©xi Pvwn`v I mieiv‡ni c~e©vbygvb 
Forecasting the Demand and Supply of Employees 

Gi mv‡_ mswkøó Kvhv©ewj 
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gvbe m¤ú` cwiKí‡bi c`‡ÿc 
Steps in Human Resource Planning 

cÖwZôv‡bi †fZ‡i Kx Kx KvR m¤úv`b Ki‡Z n‡e Zv Abyaveb Kivi ci e¨e¯’vc‡Kiv cÖwZôv‡b fwel¨‡Z gvbe 
m¤ú‡`i cÖ‡qvRb/Pvwn`v m¤ú‡K© cwiKí‡bi KvR ïiæ Ki‡Z cv‡ib| Zviv gvbe m¤ú` cwiKí‡bi Rb¨ †h 
c`‡ÿc¸‡jv MÖnY K‡ib †m¸‡jv wb‡Pi wP‡Î Zz‡j aiv n‡q‡Q| 
 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

wPÎ: gvbe m¤ú` cwiKí‡bi c`‡ÿcmg~n 
m~Ît R.W Griffin, Management, Houghton Mifflin Company, 2016 

 
 
 

 

 mvims‡ÿc 

 

gvbe m¤ú` cwiKíb ej‡Z eySvq †Kvb cÖwZôv‡b fwel¨‡Z †Kvb wbw ©̀ó mg‡qi Rb¨ wewfbœ c‡` KZRb Kg©xi 
cÖ‡qvRb n‡e Zrm¤úwK©Z cwiKíb| cÖwZôv‡bi †fZ‡ii Ges evB‡ii wewfbœ Dcv`vb we‡ePbvc~e©K fwel¨‡Z 
cÖ‡qvRbxq Kgx© m¤úwK©Z cwiKíb‡K ejv nq gvbe m¤ú` cwiKíbv| cÖwZôv‡bi †fZ‡i wK wK KvR m¤úv`b 
Ki‡Z n‡e Zv Abyaveb Kivi ci e¨e ’̄vc‡Kiv cÖwZôv‡b fwel¨‡Z gvbe m¤ú‡`i cÖ‡qvRb/Pvwn`v m¤ú‡K© 
cwiKí‡bi KvR ïiæ K‡i _v‡Kb| gvbe m¤ú` cwiKí‡bi mv‡_ g~jZ, ỳÕwU KvR RwoZ| gvbe m¤ú` 
cwiKí‡bi mgq cÖwZôv‡b Kg©iZ e¨w³‡`i Kvh©vewj we‡kølY K‡i Kg©-weieYx I Kg©-wbw ©̀óKiY ‰Zwi Ki‡Z 
nq| 
 

 

wb‡¤œv³ welqvw` m¤úwK©Z cÖeYZv wbiƒcYt 
• kÖg evRvi  
• eZ©gv‡b Kg©iZ Kg©xe„›` 
• msMV‡bi fwel¨Z cwiKíbv 
• mvaviY A_©‰bwZK cÖeYZv 

Kg©x m¤úwK©Z Pvwn`vi c~e©vbygvb 

Af¨šÍixY mieiv‡ni c~e©vbygvb evwn¨K mieiv‡ni c~e©vbygvb 

fwel¨Z Pvwn`v I Af¨šÍixY mieiv‡ni ZyjbvKiY 

c~e©vbygvbK…Z  NvUwZ ev DØ„Ë Kgx©‡`i m¤ú‡K© cwiKíbv cÖYqb 
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  Kg©x evQvBKiYt A_© I cÖK…wZ 
 Employee Recruitment: Meaning and Nature 

  

 
D‡Ïk¨ 

     
G cvV †k‡l Avcwb-  

• Kg©x evQvBKiY Kx Rvb‡Z cvi‡eb| 
• Kg©x evQvBKi‡Yi wewfbœ Drm¸‡jv eY©bv Ki‡Z cvi‡eb| 
  

 
 

cwiKíbv †gvZv‡eK Kg©x wb‡qv‡Mi cÖ‡qvRb †`Lv w`‡j cÖ_‡gB Kg©x evQvBKi‡Yi cÖkœ G‡m hvq| wewfbœ c×wZ 
e¨envi K‡i cÖ‡qvRbxq Kg©xi msL¨v wbav©iY Kivi ci Kg©x evQvB Kiv nq|  
 

Kg©x evQvBKiY  
Employee Recruitment 

Kg©x evQvBKiY ej‡Z †mvRv K_vq Kg©x msMÖnKiY‡K eySvq| eo eo cÖwZôvb¸‡jv Kg©xi Pvwn`v ‡gUv‡bvi Rb¨ 
m¤¢ve¨ cÖv_©x‡`i GKUv ÔcyjÕ (pool) ‰Zwi K‡i| cyj ˆZwi Kivi Rb¨ Zviv wewfbœ ‡KŠk‡ji AvkÖq †bq; †hgb 
cwÎKv/‡Uwjwfk‡b/B›Uvi‡b‡U weÁvcb cÖPvi, Ggcøq‡g›U G‡RÝxi mvnvh¨ MÖnY, Kbmvwës dv‡g©i mnvqZv MÖnY, 
wek¦we`¨vjq/K‡j‡Ri mv‡_ †hvMv‡hvM Kiv BZ¨vw`|  
 

cÖv_©x wbev©P‡bi c~e©-cÖ¯‘wZ wn‡m‡e cÖv_©x evQvB Kiv nq| evQvBK…Z cÖv_©x‡`i wb‡q GKwU Ômswÿß ZvwjKvÕ (short-

list) ‰Zwi K‡i ‡mLvb †_‡K P~ovšÍfv‡e †hvM¨ cÖv_©x‡K wbev©Pb Kiv nq| 
 

A‡b‡K wiµzU‡g›U (evsjvq hv‡K ÔKg©x-msMÖnÕ ejv hvq) Ges wm‡jKkb (wbev©Pb) -G ỳ‡Uv c`evP¨‡K GKB A‡_© 
e¨envi K‡i _v‡K| G ỳ‡Uv welq Aek¨B GK bq, Z‡e ci¯úi m¤úwK©Z| ÔKg©x-msMÖ‡ni D‡Ïk¨ n‡jv, m¤¢ve¨ 
Kg©x (recruits) AvK…ó K‡i cÖwZôv‡bi Kg©xi Pvwn`v c~iY Kiv| cÿvšÍ‡i, wbev©P‡bi D‡Ïk¨ n‡jv, m¤¢ve¨ 
Kg©x‡`i ga¨ †_‡K †hvM¨ Kg©x Lyu‡R †ei K‡i Zv‡`i‡K h_vh_ c‡` wb‡qv‡Mi e¨e ’̄v Kiv| 
 

Kg©x evQvBKi‡Yi wewfbœ Drm 
Sources of Recruitment 

wewfbœ Drm e¨envi K‡i m¤¢ve¨ cÖv_©x evQvB Kiv hvq| cÖavb Drm¸‡jv n‡jvt  
1. weÁvcb (Advertising) 

• ‰`wbK cwÎKvi weÁvcb 

• g¨vMvwRb weÁvcb 

• ‡iwWI-‡Uwjwfk‡b weÁvcb 

• Kw¤úDUviwfwËK B›Uvi‡b‡U weÁvcb 
 

2. Kg©ms¯’vb cÖwZôvb (Employment Agencies)  

• miKvi KZ©„K cwiPvwjZ  (‡hgb-ey¨‡iv Ae g¨vb cvIqvi, Ggcøq‡g›U GÛ †Uªwbs, XvKv|) 
• AjvfRbK cÖwZôvb KZ©„K cwiPvwjZ 

• ‡emiKvix gvwjKvbvq cwiPvwjZ (we‡kl K‡i Kbmvwës dvg©¸‡jv G e¨vc‡i Kwgk‡bi wfwË‡Z KvR 
K‡i)| 
 

3. wek¦we`¨vjq I K‡jR (Universities and Colleges)  
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wewfbœ wek¦we`¨vjq I K‡jR †_‡KI cÖwZôvb †hvM¨ Kg©x msMÖn Ki‡Z cv‡i| G‡ÿ‡Î cÖwZôvb wek¦we`¨vjq I 
K‡j‡Ri †bvwUk †ev‡W© wb‡qvM weÁwßi gva¨‡g m¤¢ve¨ Kg©x‡`i „̀wó AvKl©Y K‡i _v‡K| 
  

4. Kg©ms¯’vb m¤úwK©Z Z_¨-fvÛvi (Employment Data Bases)  
evsjv‡`‡k Giƒc WvUv‡eR †bB| gvwK©b hy³iv‡óªi fvwR©wbqvq Career Placement Registry, Inc. bv‡g GKwU 
cÖwZôvb wewfbœ PvKwi-cÖv_©xi ev‡qvWvUv msMÖn K‡i WvUv‡eR ˆZwi K‡i Ges Kw¤úDUv‡ii AbjvBb mvwf©‡mi 
gva¨‡g m`m¨ cÖwZôvb¸‡jvi wbKU Z_¨ mieivn K‡i| Ab¨iv 50 Wjv‡ii wewbg‡q wbw ©̀ó cwigvY Z_¨ msMÖn 
Ki‡Z cv‡i| 
 

5. †idv‡ij (Referral) I IqvK-Bb (Walk-in)| eZ©gvb Kg©x I eÜzevÜe KZ©„K †idvi Kiv e¨w³ivI m¤¢ve¨ 
cÖv_©x ZvwjKvi AšÍf©~³ n‡Z cv‡i| hviv †Kv¤úvwbi Awd‡m wM‡q mivmwi Av‡e`bcÎ Rgv †`q Zv‡`i‡K e‡j 
Walk-in cÖv_©x| 
 
 

 

 

 

 

 mvims‡ÿc 
 

Kg©x evQvBKiY ej‡Z mvaviYZ Kg©x msMÖnKiY‡K eySvq| eo eo cÖwZôvb¸‡jv Kg©xi Pvwn`v ‡gUv‡bi Rb¨ 
m¤¢ve¨ cÖv_©x‡`i GKUv ÔcyjÕ ‰Zwi K‡i| cyj ˆZwi Kivi Rb¨ Zviv wewfbœ ‡KŠk‡ji AvkÖq †bq| cÖv_©x wbev©P‡bi 
c~e©-cÖ¯‘wZ wn‡m‡e cÖv_©x evQvB Kiv nq| evQvBK…Z cÖv_©x‡`i wb‡q GKwU Ômswÿß ZvwjKvÕ ‰Zwi K‡i ‡mLvb 
†_‡K P~ovšÍfv‡e †hvM¨ cÖv_©x‡K wbev©Pb Kiv nq| Kg©x evQvBKi‡Yi wewfbœ Dr‡mi g‡a¨ D‡jøL‡hvM¨ n‡”Qt 
weÁvcb, Kg©ms¯’vb cÖwZôvb, wek¦we`¨vjq I K‡jR, Kg©ms¯’vb m¤úwK©Z Z_¨-fvÛvi Ges †idv‡ij I IqvK-
Bb|     
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  Kg©x wbev©Pb 
 Selection of Employees 

  

 
D‡Ïk¨ 

     
G cvV †k‡l Avcwb-  

• Kg©x wbe©vPb cÖwµqvi mv‡_ RwoZ Dcv`vb¸‡jv m¤ú‡K© Rvb‡Z cvi‡eb| 
• Kvh©-we‡kølY Kx eY©bv Ki‡Z cvi‡eb| 
• Kvh©-we‡kølY Z‡_¨i e¨envi wKfv‡e Kiv nq Rvb‡Z cvi‡eb| 
• Kvh©-we‡køl‡Yi wewfbœ c×wZ¸‡jv eY©bv Ki‡Z cvi‡eb| 
• c`-g~j¨vqb Kx I Zvi e¨envi m¤ú‡K© Rvb‡Z cvi‡eb| 
• c`-g~j¨vq‡bi c×wZ e¨vL¨v Ki‡Z cvi‡eb| 
  

 

Kg©x wbev©Pb cÖwµqv 
Process of Employee Selection  
evQvB cÖwµqv †kl nevi ci mwVK I †hvM¨ cÖv_©x wbev©P‡bi cÖwµqv ïiæ nq| GLv‡b jÿ ivLv `iKvi †h, †Kv‡bv 
cÖwZôvb cÖ‡qvRb g‡b Ki‡j cÖv_wgK mvÿvrKvi bv wb‡qB mivmwi wjwLZ cixÿv MÖnY Ki‡Z cv‡i| Avevi ev Í̄‡e 
†`Lv hvq, †Kv‡bv †Kv‡bv cÖwZôvb wjwLZ cixÿv bv wb‡q ïay mvÿvrKvi MÖn‡Yi gva¨‡gB cÖv_©x wbev©Pb K‡i| 
A‡bK cÖwZôvb wb‡Pi 6ô c`‡ÿcwU cwinvi K‡i P‡j| evsjv‡`‡k wKQz cÖwZôv‡b †`Lv ‡M‡Q, Av‡e`bcÎ 
MÖn‡Yi mgq-mxgv †kl nIqvi ci cÖv_©x‡`i‡K mivmwi mvÿvrKvi †ev‡W©i mvg‡b nvwRi nIqvi Rb¨ Avgš¿Y 
Rvbv‡bv nq| G cÖwZôvb¸‡jv wb‡Pi 3q, 4_© I 5g c`‡ÿc¸‡jvI cwinvi K‡i P‡j| Avgv‡`i †`‡k Lye Kg 
cÖwZôv‡bB cÖv_wgK mvÿvrKv‡ii e¨e ’̄v Kiv nq| wb‡¤œ Kg©x wbev©Pb cÖwµqvi Dcv`vb¸‡jv m¤ú‡K© mswÿß aviYv 
†`qv n‡jvt 
  

(1) Av‡e`bcÎ MÖnYt e„nr cÖwZôvb¸‡jvi A‡b‡KB wba©vwiZ Av‡e`bcÎ ˆZwi K‡i iv‡L| cÖv_©xiv gyw ª̀Z 
Ave`bc‡Îi †fZiKvi k~b¨ ’̄vb c~iY K‡i Av‡e`bcÎwU KZ©„c‡ÿi wbKU Rgv †`q| Giƒc Av‡e`bcÎ 
Application Form bv‡g cwiwPZ| †hme cÖwZôv‡bi wbR¯̂ ˆZwi Gwcø‡Kkb dig †bB, Zviv mv`v 
KvM‡R Av‡e`b Kivi Rb¨ Avnevb Rvbvq| mv`v KvM‡Ri Av‡e`bc‡Î cÖv_x© m¤ú‡K© wewfbœ Z_¨ D‡jøL 
Ki‡Z nq| mvavibZ †h Z_¨¸‡jv we‡klfv‡e cÖ‡qvRbxq †m¸‡jv n‡jvt cÖv_©xi bvg, wcZvi bvg, 
eZ©gvb I ’̄vqx wVKvbv  (‡Uwj‡dvb b¤̂imn, hw` _v‡K), eqm, ˆeevwnK Ae ’̄v, RvZxqZv, wkÿvMZ 
†hvM¨Zv, (wewfbœ cixÿvi bvg- †h wkÿv cÖwZôvb †_‡K DËxY© n‡q‡Q Zvi bvg-wVKvbv, cixÿvi eQi, 
AwR©Z wefvM/‡MÖ‡Wi weeiY), AwfÁZv, Kgc‡ÿ 2 Rb cwiwPZ e¨w³i bvg (†idv‡iÝ) BZ¨vw`| 
me©‡k‡l, cÖv_©xi ¯^vÿi _vK‡e| 

(2) Av‡e`bcÎ evQvBKiYt wewfbœ cÖv_©xi wbKU †_‡K Av‡e`bcÎ cvIqvi ci †m¸‡jv‡K evQvB Kiv nq| 
evQvB-c‡e© †`Lv nq, Av‡e`bKvix me Z_¨ cwi‡ekb K‡i‡Q wK-bv, weÁvc‡b DwjøwLZ kZ© Abyhvqx 
Av‡e`b Kiv n‡q‡Q wK-bv, Av‡e`bcÎ mwVK mg‡q †cÖiY K‡i‡Q wK-bv BZ¨vw`| ‡h Av‡e`b¸‡jv‡Z 
fzjÎæwU ev fzj Z_¨ _v‡K ‡mMy‡jv evwZj K‡i †`qv nq| 

(3) evQvBK…Z cÖv_©x‡`i ZvwjKv ˆZwit evQvB Kivi ci †hme cÖv_©xi Av‡e`bcÎ mwVK cvIqv hvq Zv‡`i 
GKwU ZvwjKv ˆZwi Kiv nq| G ZvwjKvi wfwË‡ZB cieZ©x ch©v‡q cÖv_©x‡`i mvÿvrKvi MÖnY wKsev 
wjwLZ cixÿvi e¨e ’̄v MÖnY Kiv nq| 

(4) cÖv_wgK mvÿvrKvi MÖnYt G c`‡ÿcwUI cÖv_©x evQvB-Gi Rb¨ MÖnY Kiv nq| cÖv_wgK mvÿvrKv‡i hviv 
wUK‡Z cv‡i bv A_©vr hv‡`i‡K cÖvw_©Z Kv‡Ri (job) Rb¨ Dchy³ g‡b nq bv, Zv‡`i‡K G chv©‡qB 
evwZj K‡i †`qv nq| G‡`i‡K wjwLZ cixÿvq AskMÖnY Kivi my‡hvM †`qv nq bv| 
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(5) wjwLZ cixÿv MÖnYt A‡bK cÖwZôvb Kg©x wbev©Pb cÖwµqvi 5g ch©v‡q cÖv_©x‡`i wjwLZ cixÿv †bq| 
Gme cixÿvi gva¨‡g cÖv_©xi Ávb, g‡bve„wË, `ÿZv BZ¨vw` hvPvB Kiv nq|  

(6) P~ovšÍ mvÿvrKvi MÖnYt wbev©Pb cÖwµqvi mvÿvrKvi MÖnY c×wZ eûjfv‡e e¨eüZ nq| mvÿvrKvi 
(interview)-Gi gva¨‡g mvgbvmvgwb K_v e‡j cÖv_©xi K_v ejvi ÿgZv, fve cÖKv‡ki fw½, 
AvjvcPvwiZvi aib, e¨w³Z¡ BZ¨vw` hvPvB Kiv hvq| Z‡e mvÿvrKvi †_‡K Kvg¨ dj †c‡Z n‡j 
mvÿvrKvi MÖnYKvixiI mvÿvrKvi †bqvi `ÿZv/wePÿYZv _vK‡Z n‡e| 

(7) wewfbœ cixÿvt G chv©‡q mvaviYZ Pvi iK‡gi gb Í̄vwË¡K cixÿv (Psychological tests) ‡bqv nqt 
(K) eyw×gËv cixÿv (Intelligence test), (L) g‡be„wË cixÿv (Aptitude test), (M) `ÿZv cixÿv 
(Attainment test) Ges (N) e¨w³Z¡ cixÿv (Personality test)| gb Í̄vwË¡K cixÿvi gva¨‡g cÖv_©x 
m¤ú‡K© AviI evowZ Z_¨ cvIqv hvq- hv cÖv_©xi P~ovšÍ wbev©P‡b mnvqK nq| A‡bK cÖwZôvb †gwWK¨vj 
cixÿvI wb‡q _v‡K|  

(8) P~ovšÍ cÖv_©x wbev©Pb I wb‡qvM`vbt P~ovšÍ mvÿvrKvi MÖnY I gb Í̄vwË¡K cixÿvi ci †hme cÖv_©x †hvM¨ 
cÖgvwYZ nq Zv‡`i‡K  P~ovšÍfv‡e wbev©wPZ K‡i cÖvw_©Z c‡` wb‡qvM †`qv nq| Avi GLv‡bB wbev©Pb 
cÖwµqvi mgvwß N‡U| 

 

cÖkœ n‡”Q, †Kb Kg©x wbe©vPb c×wZ PP©v Kiv nq? Kvh©Ki Kg©x wbe©vPb c×wZi g~j D‡Ïk¨ n‡jv cÖwZôv‡bi wbw ©̀ó 
Kv‡Ri Avewk¨K kZ©vejxi mv‡_ e¨w³K ˆewkó¨vejxi mgKÿZv hvPvBKiY| hLb e¨e ’̄vcK mwVKfv‡e G 
hvPvBKi‡Y e¨_© nq ZLb Kg©m¤úv`b I Kg©x mš‘wó ỳÕUvB ÿwZMÖ¯Í nq| †hvM¨ Kg©x msMÖ‡ni Rb¨ e¨e ’̄vcK‡K 
†Kv_v †_‡K ïiæ Kiv DwPZ? Gi mnR DËi n‡”Q- wbw ©̀ó Kv‡Ri Pvwn`v I kZ©vejx myPviæfv‡e g~j¨vqb Kiv| 
Kv‡Ri g~j¨vq‡bi G cÖwµqvi mv‡_ RwoZ mKj ai‡bi Kvh©vewji mgwó‡K Kvh©-we‡kølY e‡j| Zvn‡j Avmyb, 
†R‡b wbB Kvh©-we‡kølY Kx|  
  

Kvh©-we‡kølYt A_© I cÖK…wZ 
Job Analysis: Meaning and Nature 

†h‡Kvb cÖwZôv‡b, we‡kl K‡i e„nr cÖwZôv‡b, Kvh©-we‡kølY I Kvh©-g~j¨vqb Kg©x e¨e ’̄vcbvi ¸iæZ¡c~Y© KvR| G 
ỳÕ‡Uv Kv‡Ri gva¨‡g cÖwZôv‡bi cÖ‡Z¨K ÔÔc`ÕÕ (job)-Gi mv‡_ mswkøó wewfbœ Kvh©vewj we‡kølY Kiv nq Ges 

†m¸‡jvi ¸iæZ¡ g~j¨vqb c~e©K cÖ‡Z¨K c‡`i Av‡cwÿK ¸iæZ¡/g~j¨ wba©viY Kiv nq| Kvh©-we‡kølY bv K‡i Kvh©-
g~j¨vqb Kiv m¤¢e bq| ZvB cÖ_‡g Kvh©-we‡kølY mgvß Kiv nq, hvi gva¨‡g Kg©x evQvBKiY, wbev©Pb, cÖwkÿY, 
Ges Kg©m¤úv`b g~j¨vq‡bi Rb¨ cÖ‡qvRbxq c_-wb‡ ©̀k cvIqv hvq| 
 

Kvh©-we‡køl‡Yi we‡kl ¸iæ‡Z¡i Kvi‡Y A‡bK e¨e ’̄vcbv-wekvi` I e¨e ’̄vcK G‡K Ôgvbe m¤ú` e¨e ’̄vcbvi 
cvjsKÕ wn‡m‡e AwfwnZ K‡i _v‡Kb| e ‘̄Zc‡ÿ, Kvh©-we‡køl‡Yi gva¨‡g Kg©x‡`i KvR-K‡g©i GKwU ZvwjKv 
cÖ¯‘Z I c`-msµvšÍ Kg©x‡`i cÖ‡qvRbxq †hvM¨Zv m¤úwK©Z Z_¨ AvniY Kiv nq| GK K_vq ejv hvq,Kvh©-we‡kølY 
n‡jv GKwU mymse× cš’v hvi gva¨‡g †Kvb wbw ©̀ó c‡`i (job) mv‡_ RwoZ Kvh©vewj,KZ©e¨ I `vwqZ¡ m¤úwK©Z 
Z_¨vejx AvniY I msMwVZ Kiv nq| †Kvb †Kvb MÖš’Kvi Kvh©-we‡kølY‡K GKwU cÖwµqv wn‡m‡e AwfwnZ 
K‡i‡Qb, †h c×wZi gva¨‡g GKRb e¨e ’̄vcK c`-m¤úwK©Z Kv‡Ri cÖK…wZ wba©viY K‡i Ges cÖ‡Z¨K c‡`i Rb¨ 
wK ai‡bi †jv‡Ki cÖ‡qvRb n‡e Zv w¯’i K‡i (A_©vr e¨w³i `ÿZv AwfÁZv wba©viY K‡i)| Gary Dessler-Gi 
fvlvqt ÒJob analysis is the procedure through which you determine the duties and nature of the 

jobs and the kinds of people who should be hired for them.’’ cÖwZôv‡bi g‡a¨ mywbcyY Kg©-m¤úv`b, 
Kg©x evQvBKiY I Kg©xi Kg©-m¤úv`b g~j¨vqb, cÖwkÿY I Kg©x‡`i Dbœqb m¤úwK©Z mg¯Í cÖwµqvi wfwË n‡jv- 
Kvh©-we‡kølY| Kvh©-g~j¨vqb (job evaluation) Ges Kvh©-cwi‡e‡k ¯^v¯’̈  I wbivcËv e¨e ’̄v M‡o †Zvjvi c~e©kZ© 
wn‡m‡eI Kvh©-we‡køl‡Yi ¸iæZ¡ Acwimxg| gvbe m¤ú` e¨e ’̄vcbvq Dcwi-D³ welq¸‡jv LyeB ¸iæZ¡c~Y© weavq 
Kvh©-we‡køl‡Yi ¸iæZ¡ I bxwZgvjv ey‡Sï‡b ev¯Í‡e cÖ‡qvM Ki‡Z bv cvi‡j cÖwZôv‡bi mvgwMÖK `ÿZvi 
(effectiveness) Dci weiƒc cÖfve co‡e| Kvh©-we‡køl‡Yi gva¨‡g †h Z_¨ cvIqv hvq Zvi wfwË‡Z Kg©-weeiYx 
(job descriptions) ev Kg©-ZvwjKv Ges Kg©-wbw ©̀óKiY (job specifications) ‰Zwi Kiv nq| Kg©-weeiYx 
n‡jv †Kvb GKwU c‡`i mv‡_ mswkøó Kvhv©ewji ZvwjKv (a list of a job’s duties. responsibilities, 
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reporting relationships etc.)| cÖK…Z c‡ÿ, Kg©-weei‡Y Kg©x‡K m¤úv`b Ki‡Z n‡e Ggb Kv‡Ri weeiY 
QvovI AviI D‡jøL _v‡K wZwb Kvi Kv‡Q Revew`wn Ki‡eb Ges wZwb †Kvb †Kvb c‡`i †jvK‡`i KvRKg© 
Z`viwK Ki‡eb| Avi, c`-weeiYx n‡jv GKwU c‡` whwb AwawôZ n‡eb Zvi wkÿvMZ †hvM¨Zv, cÖwkÿY, 
AwfÁZv, `ÿZv, e¨w³Z¡ BZ¨vw` wKiƒc nIqv evÃbxq Zvi GKwU weeiY| mvaviYZ Kg©-weeiYxi Av‡jv‡K c`-
weeiYx ‰Zwi Kiv nq| 
 

Kvh©-we‡kølY Z‡_¨i e¨envi 
Uses of Job Analysis Information 

Kg©x e¨e ’̄vcbvi mv‡_ mswkøó wewfbœ ai‡bi Kv‡Ri wfwË wn‡m‡e Kvh©-we‡køl‡Yi gva¨‡g AvnwiZ Z_¨ e¨envi 
Kiv nq| wK wK Kv‡R Giƒc Z_¨ eûj cwigv‡Y e¨envi Kiv nq Zv wP‡Î †`Lv‡bv n‡q‡Qt  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎ: Kvh©-we‡kølY Z‡_¨i e¨envi 

 

 

(1) Kg©-ZvwjKv I Kg©-wbw ©̀óKiY ‰Zwit Kvh©-we‡køl‡Yi gva¨‡g msM„nxZ Z_¨vejx e¨envi K‡i cÖwZôv‡bi 
cÖ‡Z¨K c‡`i Kg©x‡`i Rb¨ Kg©-ZvwjKv cÖ¯‘Z Kiv nq| Kg©-ZvwjKvq Kg©x‡`i ˆ`bw›`b Kv‡Ri weeiY _v‡K| 
GKRb Kg©x GKwU wbw ©̀ó c‡` envj †_‡K wK wK KvR Ki‡e, Zvi ZvwjKv‡KB ejv nq Kg©-ZvwjKv| G QvovI, 
†h c‡` GKRb Kg©x‡K envj Kiv n‡e, †m c‡` `ÿZvi mv‡_ KvR Ki‡Z n‡j Kg©x‡K wK wK wkÿvMZ †hvM¨Zv, 
cÖwkÿY I ¸‡Yi AwaKvix n‡Z n‡e, Zvi GKwU weeiYxI ˆZwi Kiv evÃbxq| G weeiYxi bvg n‡jv Kg©-
wbw ©̀óKiY hv Kvh©-we‡kølY Z‡_¨i wfwË‡Z ˆZwi Kiv nq| 
 

(2) cÖv_©x evQvBKiY I wbev©Pbt Kg©-ZvwjKv I c`-weeiYxi g‡a¨ †hme Z_¨ _v‡K †m¸‡jvi wfwË‡ZB wewfbœ 
c‡`i Rb¨ Kg©x evQvB I wb‡qvM Kiv nq| Kvh©-we‡køl‡Yi gva¨‡g cÖ‡qvRbxq Z_¨ msMÖn Kiv bv n‡j mwVK I 
†hvM¨ cÖv_©x wbev©Pb Kiv cÖvq Am¤¢e| 
 

(3) Kg©m¤úv`b g~j¨vqbt Kg©m¤úv`b g~j¨vqbKv‡j GKRb Kg©xi cÖK…Z Kvh©-m¤úv`‡bi mv‡_ cÖZ¨vwkZ Kvh©-
m¤úv`‡bi Zzjbv Kiv nq| Kvh© we‡køl‡Yi gva¨‡g AvnwiZ Z‡_¨i wfwË‡ZB cÖZ¨vwkZ Kvh©-m¤úv`‡bi 
gvb/÷¨vÛvW© wba©viY Kiv nq| d‡j cieZ©x‡Z Zzjbvg~jK g~j¨vqbI m¤¢veci nq| 
 

(4) c`-g~j¨vqbt cÖ‡Z¨K c‡`i Rb¨ Kg©KZ©v ev Kg©Pvix‡K KZ UvKv †eZb-fvZv ev Ab¨vb¨ Avw_©K-Abvw_©K 
my‡hvM-myweav w`‡Z n‡e, Zv wba©viY Kivi Rb¨ Rvb‡Z n‡e cÖ‡Z¨K c‡`i mv‡_ wK wK KvR RwoZ i‡q‡Q, wK 
wK `vwqZ¡ cvjb Ki‡Z n‡e, wbivcËvg~jK welq Av‡Q wK-bv BZ¨vw`| Gme Z_¨ Kvh©-we‡køl‡Yi gva¨‡g cvIqv 
hvq| cÖ‡Z¨K c‡`i Av‡cwÿK g~j¨ (relative worth) Kvh©-we‡kølY Z‡_¨i wfwË‡ZB wbiæcY Kiv nq| 

Kvh©-we‡kølY 
Job Analysis 

Kg©-ZvwjKv (Job Descriptions) 

Kg©-wbw ©̀óKiY (Job Specifications) 

 

cÖv_©x evQvBKiY I wbev©Pb 
msµvšÍ wm×všÍ 

Recruiting and 

Selection Decisions 

Kg©m¤úv`b g~j¨vqb 
Performance Appraisal 

c`-g~j¨vqb 
Job Evalution 

cÖwkÿY msµvšÍ wm×všÍ 
Training Decisions 
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(5) cÖwkÿ‡Yi cÖ‡qvRb wba©viYt Kvh©-we‡køl‡Yi Z‡_¨i Dci wfwË K‡i cÖYxZ Kg©ZvwjKv †`‡LB †evSv hvq, 
GKRb Kgx©‡K wK wK †ÿ‡Î KvR Ki‡Z n‡e Ges †mRb¨ Zv‡K wKiƒc cÖwkÿY †`qv `iKvi| 
 

Kvh©-we‡køl‡Yi wewfbœ c×wZ 
Different Techniques of Job Analysis 

Kvh©-we‡køl‡Yi Rb¨ A‡bK¸‡jv †KŠkj e¨envi Kiv nq| G¸‡jv‡K cÖavbZ ỳÕfv‡M fvM Kiv hvq t 
1. ¸YvZ¥K ‡KŠkjmg~n (Qualitative techniques) 
2. msL¨vZ¥K †KŠkjmg~n (Quantitative techniques)  

wP‡Î †KŠkjmg~‡ni †kÖwYwefvM †`Lv‡bv n‡q‡Q| ¯§iY ivLv `iKvi †h, ¸YvZ¥K †KŠkj¸‡jv cÖvqktB e¨envi Kiv 
n‡jI G¸‡jv eY©bvg~jK nIqvq †Kvb †Kvb †ÿ‡Î G¸‡jv e¨env‡ii Dc‡hvMx bv-I cÖZxqgvb n‡Z cv‡i| 
†m‡ÿ‡Î msL¨vZ¥K †KŠkj¸‡jv e¨envi Kiv hvq| 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

wPÎ: Kvh©-we‡køl‡Yi c×wZ/‡KŠkj 
 

 

c`-g~j¨vqbt A_© I e¨envi 
Job Evaluation: Meaning and Uses 

c`-g~j¨vqb ej‡Z wewfbœ c` (job)- Gi Av‡cwÿK g~j¨ wba©vi‡Yi c×wZ‡K eySv‡bv nq| cÖwZôv‡bi †fZ‡i 
GKwU c‡`i Zzjbvq Av‡iKwU c` KZUzKz †ewk ev Kg ev mgvb ¸iæZ¡c~Y©, Zv wbiƒcY Kivi j‡ÿ¨ †h Zzjbvg~jK 
wePvi-we‡kølY Kiv nq ZviB bvg c`-g~j¨vqb| †Mv‡gR-‡gwRqv, evwéY I KvwW©- Gi fvlvqt Job evaluation 

is the process of evaluation the relative value or contribution of different jobs to an 

organization. c` g~j¨vq‡bi ‡ÿ‡Î cÖvwZôvwbK c`-Gi Av‡cwÿK (relative) g~j¨ ev Ae`vb g~j¨vqb Kiv 
nq, †Kvb Kg©xi Ae`vb bq| wewfbœ c`-Gi ga¨Kvi Av‡cwÿK g~j¨ †eZb-‡¯‹‡ji gva¨‡g hv‡Z cÖKvk Kiv hvq, 
†mRb¨ c`-g~j¨vqb Kiv nq| c`-g~j¨vq‡b wewfbœ c‡`i mv‡_ mswkøó Kv‡Ri cv_©K¨ we‡kølY Kiv nq| c`-
we‡køl‡Yi mvnv‡h¨ †`Lv nqt wK wK KvR m¤úv`b Kiv n‡”Q Ges †Kvb †Kvb Kv‡Ri Kvi‡Y GK c` †_‡K Av‡iK 
c` wfbœ n‡q _v‡K| KwZcq c~e©-wba©vwiZ gvb`Û ev Dcv`v‡bi †cÖÿvc‡U cÖ‡Z¨K c‡`i g~j¨vqb Kiv nq| g~jZ 
†eZb ev gRyix †¯‹j wba©vi‡Yi Rb¨B c`-g~j¨vqb Kiv nq| 

Kvh© we‡køl‡Yi c×wZ/‡KŠkjmg~n 
Techniques of Job Analysis 

¸YvZ¥K †KŠkjmg~n 
Qualitative Techniques 

msL¨vZ¥K †KŠkjmg~n 
Quantitive Techniques 

1 mvÿvrKvi MÖnY (Interview) 
2 cÖkœgvjv (Questionnaire) 
3 ch©‡eÿY (Observation) 
4 Kg©x-Wvqwi (Employee Diary) 
 

1 Kg©-fvÛvi we‡kølY (Task Inventory Analysis) 
 

2 
¸iæZ¡c~Y© NUbv we‡kølY (Critical Incidents 

Analysis) 
3 c×wZ we‡kølY (Methods Analysis) 

 

4 
c` we‡kølY cÖkœgvjv (Position Analysis 

Questionnaire) 
 

5 
e¨e ’̄vcKxq c` weeiY cÖkœgvjv (Management 

Position Description Questionnaire) 
6 ‡n cø¨vb (Hay Plan) 
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c`-g~j¨vq‡bi c×wZ 
Methods of Job Evaluation 

c`-g~j¨vq‡bi A‡bK c×wZ i‡q‡Q| Z‡e wb‡¤œv³ c×wZ¸‡jv we‡klfv‡e D‡jøL‡hvM¨t  
1. i¨vswKs c×wZ 
2. †MÖwWs c×wZ 
3. c‡q›U c×wZ  
4. Dcv`vb ZzjbvKiY c×wZ 

 

1. i¨vswKs c×wZ (Ranking Method )t i¨vswKs c×wZ Abymv‡i GKwU c`‡K Ab¨vb¨ mKj c‡`i Avw½‡K 
i¨vswKs Kiv nq| A_©vr cÖ‡Z¨K c`‡K ¸iæZ¡ Abymv‡i 1g, 2q, Zq Gfv‡e cici mvRv‡bv nq| c` i¨vswKs 
Kivi Rb¨ wb‡¤œv³ c`‡ÿc¸‡jv MÖnY Kiv nqt 

o c` m¤úwK©Z Z_¨ AvniY  
o †hme c‡`i i¨vswKs Kiv n‡e †mMy‡jv wbev©Pb Kiv 
o †h Dcv`v‡bi wfwË‡Z c`¸‡jv‡K i¨vsK Abymv‡i mvRv‡bv n‡e †m¸‡jv wbav©iYKiY  
o c`¸‡jv‡K i¨vsK Abyhvqx mvRv‡bv  
o GKvwaK KwgwU KZ©„K i¨vswKs Kiv n‡j mevi i¨vsK-Gi MoKiY| 

 

mviwYt iwKe GÛ †Kv¤úvwbi c` i¨vswKs 
i¨vsK †eZb 

1. e¨e ’̄vcK 
2. wnmveiÿK 
3. †÷vi wKcvi 
4. cÖavb mnKvix 
5. KiwYK 
6. `v‡ivqvb 

10,000 UvKv 
7,000  UvKv  
6,000  UvKv 
3,000  UvKv 
2,500  UvKv 
1,500  UvKv 

 
2. †MÖwWs c×wZ (Grading Method)t G c×wZ Abymv‡i c`¸‡jv‡K K‡qKwU †kÖwY‡Z wef³ Kiv nq| G 
Kvi‡Y ‡MÖwWs c×wZ Ôc` †kÖwYweb¨vmKiY c×wZÕ (job classification method) bv‡gI cwiwPZ| c‡`i 
‡kÖwYweb¨vm Kivi K‡qKwU cš’v Av‡Q| GKwU cš’v n‡jv, †kÖwY weeiYx (class descriptions) ‰Zwi Kiv Ges G 
weei‡Yi mv‡_ m½wZ †i‡L c`¸‡jv‡K wewfbœ †kÖwYi AšÍf©~³ Kiv [GLv‡b †kÖwY weeiYx ej‡Z Kg©-ZvwjKv‡K (job 

descriptions) eySv‡bv n‡”Q]| Av‡iKwU cš’v n‡jv, cÖ‡Z¨K †kÖwYi Rb¨ KwZcq †kÖwY-web¨vmKiY wbqgvejx 
(classifying rules) ‰Zwi K‡i Z`vbyhvqx c`¸‡jv‡K Avjv`vfv‡e wef³Kiv| 
3. c‡q›U c×wZ (Point Method)t GwU GKwU msL¨vZ¥K c×wZ| G c×wZ e¨envi Ki‡Z n‡j ỳÕwU wel‡qi 
cÖwZ cÖ_‡gB bRi w`‡Z n‡et (K) A‡bK¸‡jv Ôcvwi‡ZvwlK‡hvM¨ Dcv`vbÕ (compensable factors) wPwýZ 
Ki‡Z n‡e- cÖ‡Z¨K Dcv`v‡bi K‡qKUv gvÎv (degree) _vK‡e; Ges (L) G Dcv`vb¸‡jv cÖ‡Z¨K c‡` wK 
gvÎvq we`¨gvb Av‡Q Zv wbav©iY Ki‡Z n‡e|  
4. Dcv`vb ZzjbvKiY c×wZ (Factor Comparison Method)t GwUI GKwU msL¨vZ¥K c×wZ| eûj 
e¨eüZ G c×wZ Abymv‡i c`¸‡jv‡K wewfbœ cÖKv‡ii `ÿZv I KwVbZv Dcv`vb Abyhvqx (skill and difficulty 

factors) i¨vswKs Kiv nq| Gici i¨vswKs¸‡jv‡K †hvM K‡i cÖ‡Z¨K c‡`i mvwe©K msL¨vZ¥K i¨vswKs wbY©q Kiv 
nq| GwU i¨vswKs c×wZiB GKwU cwigvwR©Z iƒc| i¨vswKs c×wZ‡Z GKwUgvÎ mvwe©K Dcv`v‡bi wfwË‡Z cÖ‡Z¨K 
c`‡K GKwU mËv wn‡m‡e we‡ePbv K‡i i¨vswKs Kiv nq- wba©vwiZ cÖ‡Z¨K cvwi‡ZvwlK‡hvM¨ Dcv`v‡bi Rb¨ gvÎ 
GK evi| D`vniY¯̂iƒc, cÖ_‡g GKwU c`‡K `ÿZv (skill) Dcv`v‡bi Rb¨ i¨vswKs Kiv n‡jv, Gici `vwqZ¡ 
(responsibility) Dcv`v‡bi Rb¨ Ges †k‡l KwVbZv (difficulty) Dcv`v‡bi Rb¨ i¨vswKs Kiv n‡jv| Gfv‡e 
wZbevi wZbwU Dcv`v‡bi Rb¨ i¨vswKs Kivi ci wZbwU i¨vswKs †hvM Kivi ci H c‡`i mvwe©K i¨vswKs cvIqv 
hv‡e| 
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 mvims‡ÿc 
 

†Kv‡bv cÖwZôvb cÖ‡qvRb g‡b Ki‡j cÖv_wgK mvÿvrKvi bv wb‡qB mivmwi wjwLZ cixÿv MÖnY Ki‡Z cv‡i| 
Avevi ev¯Í‡e †`Lv hvq, †Kv‡bv †Kv‡bv cÖwZôvb wjwLZ cixÿv bv wb‡q ïay mvÿvrKvi MÖn‡Yi gva¨‡gB cÖv_©x 
wbev©Pb K‡i| Kvh©Ki Kg©x wbe©vPb c×wZi g~j D‡Ïk¨ n‡jv cÖwZôv‡bi wbw ©̀ó Kv‡Ri Avewk¨K kZ©vejxi mv‡_ 
e¨w³K ˆewkó¨vejxi mgKÿZv hvPvBKiY| hLb e¨e ’̄vcK mwVKfv‡e G hvPvBKi‡Y e¨_© nq ZLb Kg©m¤úv`b 
I Kg©x mš‘wó ỳÕUvB ÿwZMÖ¯Í nq| Kvh©-we‡køl‡Yi gva¨‡g Kg©x‡`i KvR-K‡g©i GKwU ZvwjKv cÖ ‘̄Z I c`-
msµvšÍ Kg©x‡`i cÖ‡qvRbxq †hvM¨Zv m¤úwK©Z Z_¨ AvniY Kiv nq| GK K_vq ejv hvq, Kvh©-we‡kølY n‡jv 
GKwU mymse× cš’v hvi gva¨‡g †Kvb wbw ©̀ó c‡`i mv‡_ RwoZ Kvh©vewj, KZ©e¨ I `vwqZ¡ m¤úwK©Z Z_¨vejx 
AvniY I msMwVZ Kiv nq| Kg©x e¨e ’̄vcbvi mv‡_ mswkøó wewfbœ ai‡bi Kv‡Ri wfwË wn‡m‡e Kvh©-we‡køl‡Yi 
gva¨‡g AvnwiZ Z_¨ e¨envi Kiv nq| Kvh©-we‡køl‡Yi Rb¨ A‡bK¸‡jv †KŠkj e¨envi Kiv nq| G¸‡jv‡K 
cÖavbZ ỳÕfv‡M fvM Kiv hvqt ¸YvZ¥K ‡KŠkj Ges msL¨vZ¥K †KŠkj| c`-g~j¨vqb ej‡Z wewfbœ c` Gi 
Av‡cwÿK g~j¨ wba©vi‡Yi c×wZ‡K eySv‡bv nq| cÖwZôv‡bi †fZ‡i GKwU c‡`i Zzjbvq Av‡iKwU c` KZUzKz 
†ewk ev Kg ev mgvb ¸iæZ¡c~Y©, Zv wbiƒcY Kivi j‡ÿ¨ †h Zzjbvg~jK wePvi-we‡kølY Kiv nq ZviB bvg c`-
g~j¨vqb| c`-g~j¨vq‡bi A‡bK c×wZ i‡q‡Q, Zb¥‡a¨ i¨vwKs c×wZ, †MÖwWs c×wZ, c‡q›U c×wZ I Dcv`vb 
ZzjbvKiY c×wZ we‡kl D‡jøL‡hvM¨|     
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  Kg©x Iwi‡q‡›Ukb I cÖwkÿY 
 Employee Orientation & Training 

  

 
D‡Ïk¨ 

     
G cvV †k‡l Avcwb-  

• Kg©x Iwi‡q‡›Ukb Kx Rvb‡Z cvi‡eb| 
• cÖwkÿY m¤ú‡K© aviYv cv‡eb| 
• ‡gŠwjK cÖwkÿY cÖwµqvi wewfbœ ch©vq¸‡jv eY©bv Ki‡Z cvi‡eb| 
• cÖwkÿY †KŠkj/c×wZ¸‡jv e¨vL¨v Ki‡Z cvi‡eb| 
 

 

Kg©x wbev©P‡bi ciciB e¨e ’̄vc‡Ki Kg©x-ms¯’vbg~jK ev gvbe-m¤ú` e¨e ’̄vcbv msµvšÍ Kg©Kv‡Ûi cwimgvwß N‡U 
bv| eis GLvb †_‡KB gvbem¤ú` e¨e ’̄vcbvi KvR e„nËi cwim‡i ïiæ nq| Kg©`ÿ Kg©x mvivRxeb Kg©`ÿ 
_v‡Kbv| `ÿZvq ‡hgb am bvg‡Z cv‡i Avevi wVK †Zgwb APjI n‡Z cv‡i| G Kvi‡Y cÖwZôvb¸‡jv 
AvbyôvwbKfv‡e Kg©x cÖwkÿ‡Y †KvwU †KvwU UvKv wewb‡qvM Ki‡Q| cÖwZôvb¸‡jvi g‡a¨ Zxeª cÖwZ‡hvwMZv, cÖhyw³i 
cwieZ©b Ges Drcv`b e„w×i cÖeYZv Kg©x‡`i cÖwkÿ‡Y e¨e ’̄vcK‡`i w`b w`b DrmvwnZ Ki‡Q| cÖwZôv‡bi me 
¯Í‡ii Kg©xiv GLb †Kvb bv †Kvbfv‡e AvbyôvwbK cÖwkÿ‡Yi mv‡_ m¤ú„³| G cv‡V Avgiv Kg©x wbev©P‡bvËi LyeB 
¸iæZ¡c~Y© ỳÕwU welq- Iwi‡q‡›Ukb Ges cÖwkÿ‡Yi Dci Av‡jvKcvZ Kie| 
 

Kg©x wbev©P‡bi ci cieZ©x c`‡ÿ‡c Kg©x‡`i cÖwkÿY I Dbœq‡bi (training and development) Rb¨ 
cÖ‡qvRbxq c`‡ÿc MÖnY Kiv nq| mvaviYZ: kÖwgK ev Acv‡iwUs Kg©x‡`i Rb¨ Kg©-`ÿZv (job skills) 

m¤úwK©Z cÖwkÿ‡Yi cÖ‡qvRb nq| cÿvšÍ‡i, Dbœqbg~jK Kvh©vewj mvaviY cÖK„wZi (general in nature) nq 
Ges Gme Kvh© e¨e ’̄vcK‡`i Dbœq‡bi mv‡_ m¤ú„³| 
 

cÖwkÿY cwjwmi wfwË‡Z cÖwZôvb ev wefvM cÖwZôvi ci cÖ_g KvRB n‡e cÖwZôv‡bi cÖwkÿY Pvwn`v/cÖ‡qvRb 
wba©viY Kiv| Kg©x‡`i Kg©-ZvwjKv , Kg©xg~j¨vqb †iKW© Ges Ab¨vb¨ cÖvmw½K Z_¨ ch©v‡jvPbv K‡i cÖwkÿY 
Pvwn`v wbiæcY Kiv| wbiƒwcZ Pvwn`v Abyhvqx cieZ©x c`‡ÿ‡c Pvwn`v †gvUv‡bv Rb¨ cÖwkÿY cwiKíbv ˆZwi Kiv 
nq| Gici cwiKíbv gvwdK cÖwkÿY Kvh©µg cwiPvjbv Kiv nq, A_©vr be-wbev©wPZ Kg©x‡`i cÖwkÿY cÖ`vb Kiv 
nq| cÖwkÿY cÖ`v‡bi ci Kg©xiv cÖwkÿY †_‡K KZUzKz jvfevb n‡jv Zv hvPvB Kivi Rb¨ cÖwkÿY g~j¨vqb Kiv 
nq| g~j¨vq‡bi ci cÖvß Z‡_¨i wfwË‡Z cÖ‡qvRb‡ev‡a AveviI cÖwkÿY Pvwn`v bZzbfv‡e wbiæcY Kiv nq| 
Gfv‡e cÖwkÿY Pµ Ae¨vnZ _v‡K|  
 

Kg©x Iwi‡q‡›Ukb Kx 
What is Employee Orientation 

bZzb Kg©Pvix ev e¨e ’̄vcK-wbev©nx wb‡qv‡Mi ci Zviv hv‡Z cÖ_‡g †hvM`v‡bi ci ciB cÖwZôvb m¤ú‡K© Rvb‡Z 
cv‡i, Ab¨vb¨ Kg©x‡`i mv‡_ cwiwPZ n‡Z cv‡i, cÖwZôv‡bi Kvh©c×wZ, wbqg-Kvbyb, ms¯‹…wZ, mvsMVwbK eªZ I 
`k©b BZ¨vw` m¤^‡Ü Ávb jvf Ki‡Z cv‡i, †mRb¨ Iwi‡q‡›Ukb e¨e ’̄v Kiv nq| 
 

be-wbhy³ Kg©x‡`i‡K cÖwZôv‡bi wewfbœ welq m¤ú‡K© AewnZ Kivi cÖwµqv‡K Iwi‡q‡›Ukb ejv nq| G cÖwµqv‡K 
ÔcÖwZôv‡bi mv‡_ cwiwPZ Kiv‡bviÕ cÖwµqv wn‡m‡e AwfwnZ Kiv hvq| M¨vwi †Wmjvi (Gary Dessler)-Gi 
fvlvq, ÔÔEmployee orientation means providing new employees with basic background 

information about the employer information that they need to perform their jobs 

satisfactorily’’. Iwi‡q‡›Uk‡bi gva¨‡g Kg©x‡`i wbKU †hme Z_¨ mieivn Kiv nq †m¸‡jv n‡jv g~jZt 

 

cvV 9.4 
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• cÖwZôv‡bi †Kvb wefv‡M, †Kvb ’̄v‡b Aew ’̄Z Awd‡m Zv‡`i‡K KvR Ki‡Z n‡e; 
• wefvMxq mnKg©x Kviv †K †Kvb KvR K‡i; 
• Kviv Aa Í̄b I EaŸ©Zb Kg©KZ©v-Kg©Pvix; 
• wK wK welq Zv‡`i AvIZvq _vK‡e; 
• Kvi KvQ †_‡K wKfv‡e AvB‡Ww›Uwd‡Kkb KvW© (ID Card) msMÖn Ki‡Z n‡e; 
• Kv‡Ri mgq I N›Uv Kx n‡e; 
• wbivcËvg~jK e¨e ’̄vejx I wbqg-Kvbyb; 
• Kg©x-msµvšÍ bxwZgvjv; 
• mvsMVwbK KvVv‡gv I Kvh©vewj; 
• wewfbœ my‡hvM myweav; 
• ‰`bw›`b K‡g©i weeiY; 
• QzwU msµvšÍ wbqgvejx BZ¨vw`| 

 

mwVKfv‡e Iwi‡q‡›Ukb ‡cÖvMÖvg ev¯Íevqb Kiv n‡j be-wbhy³ Kg©xiv ïay cÖwZôvb m¤ú‡K©B we Í̄vwiZ aviYv cvq bv, 
Zviv ev¯ÍeZvi ¯^iƒcI Abyaveb Ki‡Z cv‡i| G‡Z PvKwi‡Z †hvM`v‡bi cÖ_g w`‡bi AwfÁZv wZ³Zv bv-n‡q 
ü`q-Ryov‡bv Avb‡›`i SYv©avivq wm³ n‡Z cv‡i| bevMZiv Gi gva¨‡g cÖwZôv‡bi Av`k©, D‡Ïk¨ I j‡ÿ¨i 
mv‡_ cwiwPZ n‡q G¸‡jvi mv‡_ GKvZ¥ n‡q hvIqvi my‡hvM cvq| d‡j cÖwZôv‡bi cÖwZ AvbyMZ¨ ev‡o Ges 
cÖvwZôvwbK ms¯‹…wZi (organizational culture) mv‡_ aviK I evnK wn‡m‡e wb‡R‡K M‡o †Zvjvi my‡hvM cvq| 
 

cÖwkÿY Kx 
What is Training 

cÖwkÿY bZzb wKsev cyi‡bv me Kg©x‡KB †`qv hvq| Z‡e bZzb Kg©x‡`i Rb¨B cÖwkÿY mev©waK cÖ‡qvRb| KviY 
Zviv webv AwfÁZvq ev ¯̂í AwfÁZv wb‡qB AwaKvsk ‡ÿ‡Î cÖwZôv‡b cÖ‡ek K‡i| ZvB cÖwkÿ‡Yi gva¨‡g 
Zv‡`i `ÿZv e„w×i cÖ‡Póv Pvjv‡bv nq| cÖkœ DV‡Z cv‡i; cÖwkÿY Kx? cÖwkÿY n‡jv bZzb ev cyi‡bv Kg©x‡`i 
g‡a¨ cÖ‡qvRbxq `ÿZvi m„wó Kivi cÖwµqv| A‡bK cÖwkÿYwe` g‡b K‡ib, cÖwkÿY n‡jvt The process of 

teaching new or present employees the basic skills they need to perform their jobs. cÖwkÿY 
mvaviYZ Kg©-`ÿZvi (job skills) mv‡_ RwoZ Ges Zv Acv‡iwUs Kg©x‡`i (g~jZ, kÖwgK †kÖwYi e¨w³‡`i) 
†ÿ‡Î AwaKZi cÖ‡hvR¨| e¨e ’̄vcK ev wbev©nx‡`i cÖwkÿY e¯‘Zc‡ÿ Ôe¨e¯’vcbv DbœqbÕ (management 

development) bv‡g cwiwPZ| ZvB cÖwkÿY I Dbœq‡bi g‡a¨ g~jZ †Kvb cv_©K¨ †bB| wbw ©̀ó Kvh© m¤úv`b 
Kivi Rb¨ †h Ávb I `ÿZv cÖ‡qvRb, GKRb Kg©x Zv cÖwkÿ‡Yi gva¨‡g Kg©xi ˆbcyY¨ e„w× Kiv nq| cÖwkÿY 
we‡kl wel‡q Ávb jv‡f mnvqZv K‡i|  
 

†gŠwjK cÖwkÿY cÖwµqv 
Basic Training Process 

GKwU cÖwkÿY Kg©m~wPi g~jZ 4 wU ch©vq _v‡K; G¸‡jv n‡jvt (K) cÖwkÿ‡Yi cÖ‡qvRb wba©viY, (L) cÖwkÿ‡Yi 
jÿ¨ w¯’iKiY, (M) cÖwkÿY cwiPvjbv Ges (N) cÖwkÿ‡Yi djvdj g~j¨vqb| 
 

(K) cÖwkÿ‡Yi cÖ‡qvRb wba©viYt cÖ_‡gB cÖwkÿ‡Yi cÖ‡qvRb wba©viY Kiv Acwinvh©| G chv©‡q †`Lv nqt †Kvb 
†Kvb Kg©xi wK cÖKv‡ii A`ÿZv i‡q‡Q ev bZzb †KŠkj cÖ‡qv‡Mi Kvi‡Y Kg©x‡`i wK ai‡bi `ÿZv-msµvšÍ 
mgm¨vi m„wó n‡q‡Q; wK wK wel‡q Kg©x‡`i cÖwkÿY †`qv `iKvi A_©vr cÖwkÿ‡Yi †ÿÎmg~n| bZzb Kg©x‡`i †ÿ‡Î 
Zv‡`i wkÿvMZ †hvM¨Zvi Av‡jv‡K I †h c‡` AwawôZ n‡q‡Q Zvi †cÖÿvc‡U Zv‡`i cÖwkÿY-cÖ‡qvRb wbav©iY 
Kiv nq| Avi Av‡M †_‡K Kg©iZ Kg©x‡`i Kvh©-m¤ú`b g~j¨vq‡bi (performance appraisal) gva¨‡g Zv‡`i 
Ávb/`ÿZvi NvUwZ wbiæcY K‡i cÖwkÿ‡Yi †ÿÎ wbav©iY Kiv nq| cÖwkÿY-cÖ‡qvRb wba©viY bv K‡i cÖwkÿY 
cÖ`vb Kiv A‡bKUv MšÍe¨ wVK bv K‡i mvMi cvwo †`qvi gZ| 
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(L) cÖwkÿ‡Yi jÿ¨ w¯’iKiYt cÖ_g ch©v‡q cÖwkÿ‡Yi cÖ‡qvRb m¤ú‡K© cÖvß aviYvi wfwË‡Z cÖwkÿ‡Yi jÿ¨ wVK 
Ki‡Z n‡e| jÿ¨¸‡jv ch©‡eÿY‡hvM¨ (observable) Ges cwigvc‡hvM¨ nIqv evÃbxq, hv‡Z cÖwkÿY †k‡l ev 
cÖwkÿY DËiKv‡j Kvh©‡ÿ‡Î wKQz mgq AwZevwnZ Kivi ci cÖwkÿYcÖvß Kg©x‡`i Kg©dj cwigvc K‡i 
cÖwkÿ‡Yi cÖfve wbY©q Kiv m¤¢e nq| 
  

(M) cÖwkÿY cwiPvjbvt jÿ¨ wVK Kivi ci wb‡¤œv³ Kvh©vewj m¤úv`b Ki‡Z n‡et 
• cÖwkÿ‡Yi Rb¨ Dchy³ c×wZ wbev©Pb; 
• cÖwkÿ‡Yi †g‡_vWjwR (cÖ‡Z¨K c×wZ wKfv‡e e¨envi Kiv n‡e) wbav©iY; 
• cÖwkÿY msµvšÍ KvwiKzjvg I ˆ`bw›`b mgqm~wP (schedule) ‰Zwi;  
• cÖwkÿKe„‡›`i ZvwjKv ‰Zwi Ges Zv‡`i‡K wPwVi gva¨‡g cÖwkÿ‡Yi mgqm~wP, KvwiKzjvg, c×wZ BZ¨vw` 

Rvwb‡q †`qv; 
• cÖwkÿYv_©x‡`i‡K cÖwkÿ‡Yi me welq m¤ú‡K© Rvwb‡q †`qv Ges G wel‡q Zv‡`i ¯^ ¯^ DciIqvjv‡K 

AewnZ Kiv hv‡Z  cÖ‡qvRbxq QzwU †c‡Z Amyweav bv nq; 
• cÖwkÿY K‡ÿ (hw` cÖwZôv‡bi wbR¯̂ cÖwkÿY †K› ª̀/Kÿ _v‡K) AwWI wfRyqvj hš¿cvwZi (†hgb-

Ifvi‡nW cÖ‡R±i, wUwf-wWwfwW, wd¬c PvU© BZ¨vw`) e¨e ’̄v Kiv; Ges me©‡kl 
• cÖwkÿY Kvh© ïiæ Kiv| 

 

(N) cÖwkÿ‡Yi djvdj g~j¨vqbt cÖK…Zc‡ÿ G chv©‡qi KvR AvswkKfv‡e cÖwkÿ‡Yi w`b cÖ_g c‡e©B ïiæ nq | 
cÖwkÿY ïiæi AvM-g~n~‡Z© Kg©x‡`i GKwU cixÿv (pre-test) ‡bqv nq| G cixÿvi D‡Ïk¨ n‡jv Zviv cÖwkÿYfz³ 
welq¸‡jv m¤ú‡K© KZUzKz Ávb iv‡L Zrm¤úwK©Z GKwU †iKW© ivLv | G ‡iK‡W©i mv‡_ c‡i cÖwkÿY †k‡l ‡h 
cixÿvwU (post-test) n‡e (GKB cÖ‡kœi wfwË‡Z) Zvi †iKW© wgwj‡q †`Lv nq| G †_‡K eySv hv‡e, GKRb 
cÖwkÿYcÖvß Kg©x cÖwkÿY †_‡K KZUzKz Ávb AR©b Ki‡Z ‡c‡i‡Q| Gfv‡e cÖwkÿY Kg©m~wPi Kvh©KvwiZv g~j¨vqb 
Kiv nq| 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

wPÎ: cÖwkÿY cÖwµqv 
 

cÖwkÿ‡Yi cÖ‡qvRb 
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cÖwkÿY †KŠkj/c×wZ 
Training Techniques/Methods 

(1) Kg©Kvjxb cÖwkÿY (On-the Job Training)t Kg©Kvjxb cÖwkÿYZ ej‡Z Ggb ai‡bi cÖwkÿY‡K eySvq 
†hLv‡b cÖwkÿYv_©x Kg©iZ Ae ’̄vq cÖwkÿY MÖnY K‡i _v‡K| wb‡qvM cÖvwßi c‡i Kv‡R †hvM`vb K‡iB be-wbhy³ 
Kg©x ev Í̄e cwi‡e‡k Zvi wefv‡Mi g‡a¨B nv‡Z Kj‡g KvR †k‡L| D`vniY¯̂iƒc, GKRb kÖwgK AvBmwµg 
KviLvbvq ‡hvM`v‡bi ci AvBmwµg evbv‡bvi †gwk‡b KvR ïiæ K‡i †`q| GKRb cyivZb `ÿ Kg©x Zvi mv‡_ 
_v‡K| †m-B `ÿ mnKg©x bZyb Kg©x‡K †gwkb Pvjv‡bvi me welq eywS‡q †`q, †`wL‡q †`q, nv‡Z Kj‡g KvR 
Kivi my‡hvM K‡i †`q| Giƒc cÖwkÿY‡KB ejv nq Kg©Kvjxb cÖwkÿY| Kv‡R Kg©iZ _vKv Ae¯’vq KvR Ki‡Z 
Ki‡ZB KvR wk‡L e‡j G cÖwµqv Kg©Kvjxb cÖwkÿY bv‡g cwiwPZ| Giƒc cÖwkÿ‡Yi mgq bZzb Kg©xi mv‡_ 
GKRb AwfÁ Kg©x ev mycvifvBRvi _v‡K| Kg©Kvjxb cÖwkÿY eû cÖKv‡ii n‡Z cv‡i| Z‡e me‡P‡q RbwcÖq 
n‡jv t (K) c` cwieZ©b Ges (L) †KvwPs ev wkÿvbwekx cÖwkÿY| 

 

(K) c` cwieZ©b (Job Rotation)t G c×wZ‡Z GKRb Kg©x cwiKwíZfv‡e wbw ©̀ó mgq ci ci 
wewfbœ c‡` KvR K‡i | e¨e ’̄vcK‡`i cÖwkÿ‡Y G c×wZ eûj cÖPwjZ| wewfbœ c‡` wewfbœ mg‡q KvR 
Kivi d‡j e¨e ’̄vc‡Kiv wewfbœ c‡`i mv‡_ mswkøó KvR¸‡jv fvjfv‡e ey‡S wb‡Z cv‡ib| G‡Z cÖwZôvb 
m¤ú‡K©I Zv‡`i my¯úó aviYvi m„wó nq|  
 

(L) †KvwPs ev wkÿvbwekx c×wZ (Coaching or Apprenticeship Method)t G c×wZ 
Understudy Assignment bv‡gI cwiwPZ| G c×wZ‡Z Kg©x‡`i‡K GKRb AwfÁ I `ÿ Kg©x ev 
Zv‡`i ZË¡veavqK Kg©iZ Ae ’̄vq mivmwi cÖwkÿY cÖ`vb K‡ib| kÖwgK‡`i †ÿ‡Î ‡hgb, †Zgwb 
e¨e ’̄vcK‡`i †ÿ‡ÎI G c×wZ e¨envi‡hvM¨| cÖwkÿYv_©x Zvi ZË¡veavqK ev AwfÁ mnKg©xi KvR †`‡L 
†`‡L wbR‡K `ÿ K‡i †Zv‡j| ev¯Íe mgm¨vi gy‡LvgywL n‡q Zviv mgm¨v mgvav‡b `ÿ n‡q I‡V| G 
c×wZi mdjZv eûjvs‡k wbf©i K‡i cÖwkÿ‡Yi Ávb, `ÿZv I Zv wewj‡q †`qvi ˆbcy‡Y¨i Dci|  
 

Kg©Kvjxb cÖwkÿ‡Yi KwZcq myweav i‡q‡Q| cÖ_gZ, GwU Zzjbvg~jKfv‡e Kg-e¨qmva¨| Drcv`‡bi ev 
K‡g© wb‡qvwRZ _vKv  Ae ’̄vq cÖwkÿY cvIqvi Kvi‡Y Drcv`‡b weNœ N‡U bv Ges K¬vmiæ‡gi cÖwkÿ‡Yi 
gZ wewfbœ my‡hvM myweav †`qvi  cÖ‡qvRb bv nIqvq LiP ev‡o bv| wØZxqZ, Giƒc cÖwkÿY wkÿvi 
mnvqK| KviY cÖwkÿYv_©x ev¯Í‡e KvR Kivi mg‡qB wewfbœ welq wk‡L _v‡K| Z„ZxqZ, Zvi Kv‡R †Kvb 
µwU n‡”Q wK-bv †m m¤ú‡K© cÖwkÿvYv_©x mv‡_ mv‡_ mnKg©x ev ZË¡veavq‡Ki wbKU ‡_‡K †R‡b wb‡Z 
cv‡i| 
 

(2) e³…Zv (Lecture)t e³…Zvi gva¨‡gI Kg©x‡`i‡K cÖwkÿY †`qv hvq| †kÖYxK‡ÿ Kg©x‡`i‡K ewm‡q cÖwkÿK 
wbw ©̀ó wel‡qi Dci e³e¨ iv‡Lb | cÖwkÿYv_x©iv e³…Zv †kvbvi ci ev †kvbvi mg‡qB †hme welq ey‡Swb †m 
m¤ú‡K© cÖwkÿK‡K cÖkœ K‡i mv‡_ mv‡_ Reve wb‡q wb‡Z cv‡i| e³…Zv c×wZ kÖwgK-Kg©Pvix wKsev e¨e¯’vcK 
mevi †ÿ‡ÎB cÖ‡hvR¨| Z‡e G c×wZi mdjZv e³vi  wePÿYZv I cÖwkÿYv_©x‡`i †kvbvi AvMÖ‡ni Dci 
wbf©ikxj| e³…Zvi mgq gv‡S gv‡S gvwëwgwWqv cÖ‡R±i e¨envi Kiv n‡j, welqwfwËK wfwWI †`Lv‡j wKsev 
gv‡S-g‡a¨ cÖwkÿYv_x©‡`i‡K UzK-UvK cÖkœ Kiv n‡j cÖwkÿYv_©x‡`i g‡a¨ AbeiZ K_v †kvbvi GK‡Nu‡qwg m„wó 
nq bv|  
 

(3) AwWI-wfRyq¨vj c×wZ (Audio-Visual Techniques)t kÖwgK-Kg©Pvix Ges e¨e ’̄vcK‡`i cÖwkÿ‡Yi 
Rb¨ wewfbœ cÖKvi kÖeY-`k©b‡hvM¨ ev AwWI-wfRyq¨vj †KŠkj Aej¤^b Kiv hvq| A‡bK †ÿ‡Î Gme c×wZ LyeB 
Kvh©Ki cÖgvwYZ n‡q‡Q| we‡kl K‡i KviLvbvi Kv‡Ri cÖevn, †gwkb, Pvjv‡bvi Kjv-‡KŠkj, AvšÍte¨w³K m¤úK© 
ev †hvMv‡hvM, MÖvnK‡`i mv‡_ weµqKg©xi AvPiY, Kvh©Kifv‡e †Uwj‡dv‡bi e¨envi BZ¨vw` welq wfwWI aviY 
K‡i cieZ©x‡Z †`Lv‡bv n‡j cÖwkÿYv_©xiv fvjfv‡e welq¸‡jv ü`qsMg Ki‡Z cv‡i| D‡jøL‡hvM¨ AwWI-
wfRyq¨vj c×wZ n‡jv Pjw”PÎ, AwWI, wfwWI, †K¬vR mvwK©U †Uwjwfkb, Ifvi‡nW cÖ‡R±i, ¯øvBW cÖ‡R±i 
BZ¨vw`| AvRKvj Drcv`b cÖwµqv, †gwkb Pvjv‡bv, kÖwgK-ms‡Ni mv‡_ `i-KlvKwl, e¨e¯’vcKxq †hvMv‡hvM I 
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wm×všÍ MÖnY BZ¨vw`i Dci ‡iwW‡gW wfwWI cvIqv hvq| (Drmvnx e¨w³iv weªwUk KvDwÝj I USIS-G †hvMv‡hvM 
Ki‡Z cv‡ib|) 
 

(4) †Uwj‡Uªwbs (Teletraining)t B`vwbsKv‡j DbœZ †`k¸‡jv‡Z †Uwj‡Uªwbs Gi e¨vcK RbwcÖqZv †`Lv hv‡”Q| 
G c×wZ‡Z GKwU wbw ©̀ó ¯’v‡b †_‡K cÖwkÿK A‡bK ~̀ieZ©x ’̄v‡b Aew ’̄Z Kg©x‡`i‡K cÖwkÿY w`‡Z cv‡i| 
†Uwjwfkb ûK-Avc (hookup) I B‡j‡±ªvwbK Kv‡bKk‡bi gva¨‡g cÖwkÿK I cÖwkÿYv_©x‡`i g‡a¨ ms‡hvM 
’̄vcb Kiv nq| e³v Ges †kÖvZv-`k©‡Ki g‡a¨ †hvMv‡hv‡Mi †ÿ‡Î †Uwj-KwgDwb‡Kkb gyL¨ f~wgKv cvjb K‡i| 

wfwWI-Kbdv‡iwÝs Ges ‡Uwj-Kbdv‡iwÝs †Uwj‡Uªwbs we‡kl| e¯‘Zc‡ÿ G¸‡jvi gva¨‡g wfwWI c`v©q e³v I 
cÖwkÿYv_©xiv ci¯úi ci¯úi‡K †`L‡Z cvq Ges cÖ‡kœvË‡ii gva¨‡g †Kvb welq m¤ú‡K© Rvb‡Z cv‡i| wfwWI 
Kbdv‡iwÝs Gi Rb¨ cÖ‡qvRb we‡klfv‡e ˆZwi Kw¤úDUvi| Kw¤úDUv‡i codec device bv‡g we‡kl ai‡bi 
wKŠkj ¯’vcb Kiv _v‡K hv wfwWI B‡gR I GbvjM kãgvjvi Zi½-cÖevn‡K wWwRUvj wmMbv‡j iƒcvšÍwiZ K‡i 
Ges †hvMv‡hvM-P¨v‡b‡ji gva¨‡g Ab¨Î ’̄vbvšÍi K‡i| 
 

 
  Kg©-ewnf©~Z cÖwkÿY (Off-the-Job Training)   
 

Kg©x‡`i‡K hLb cÖwZôv‡bi †fZ‡i ev evB‡i Kg©iZ Ae ’̄vq bv †i‡L A_v©r Kg©-cwi‡e‡ki evB‡i cÖwkÿY †`qv 
nq, †m cÖwkÿY‡K Kg©-ewnf~©Z cÖwkÿY ejv nq| RbwcÖq Kg©-ewnf©~Z cÖwkÿY c×wZ¸‡jv n‡jvt †fw÷weDj 
cÖwkÿY, wmgy‡j‡UW (K…wÎg) cÖwkÿY, †eªBb÷wgs©, ms‡e`bkxjZv cÖwkÿY, d¬vBs †¯‹vqvWªb c×wZ, Awfbqg~jK 
cÖwkÿY BZ¨vw`| 
 

(K) †fw÷weDj cÖwkÿY (Vestibule Training)t GwU Ggb GK ai‡bi cÖwkÿY †KŠkj hvi gva¨‡g 
GKRb Kg©x Zvi Avmj Kv‡R e¨enviIhvM¨ hš¿cvwZ w`‡q cÖwkÿY MÖnY K‡i| wKš‘ †m Drcv`b Kv‡h© 
RwoZ _v‡K bv| A_©vr GKB ai‡bi hš¿cvwZ e¨envi Ki‡jI †m mivmwi Drcv`b Kv‡h© AskMÖnY K‡i 
bv| K‡g©i evB‡i †_‡KB †gwkb e¨env‡ii gva¨‡g ‡gwkb Pvjv‡bvi wkÿv MÖnY K‡i|Giƒc c×wZi 
me‡P‡q eo myweav n‡jv, Kg©x‡K mivmwi Drcv`‡b AskMÖn‡Yi my‡hvM w`‡j †m AbwfÁZvi Kvi‡Y 
†gwkb bó K‡i †dj‡Z cv‡i wKsev wb‡RB ỳN©Ubvi wkKvi n‡Z cv‡i| RyUwgj, ‡U·UvBj wgj, Mvwoi 
KviLvbv, cvBjU †Uªwbs BZ¨vw` †ÿ‡Î †fwóweDj †Uªwbs eûjfv‡e cÖPwjZ| 
 

(L) wmgy‡j‡UW cÖwkÿY (Simulated Training)t G cÖwkÿY †fwóweDj cÖwkÿ‡YiB gZ| ïay cv_©K¨ 
n‡jv, G †ÿ‡Î Avmj hš¿cvwZ e¨envi bv K‡i ûeû GKB iK‡gi Wvwg (dummy) hš¿ e¨envi Kiv nq| 
†gwkbwU Avmj bq, weKí- ïay cÖwkÿ‡Yi †ÿ‡Î e¨envi Kiv nq| Avmj Drcv`b Kv‡h© Giƒc †gwkb 
e¨envi Kiv nq bv| 
 

(M) †eªBb÷wg©s (Brainstorming)t Giƒc cÖwkÿ‡Y K‡qKRb Kg©xi GKwU `j (mvaviYZ 7-8 Rb) 
GK‡Î e‡m †Kvb mgm¨vi mgvavb †ei Kivi cÖqvm cvq| Av‡j·vÛvi Am‡evb© (Alexandar Osborne) 

G c×wZi D™¢veK| G ai‡bi cÖwkÿ‡Yi g~jbxwZ n‡jv, †KD-B `jfz³ Ab¨ †Kvb m`‡m¨i †`qv 
aviYv/AvBwWqvi mgv‡jvPbv Ki‡Z cvi‡e bv| mevB mfvq e‡m wbR wbR aviYv ¯̂vaxbfv‡e cÖKvk 
Ki‡e, hv‡Z bZzb bZzb m„Rbkxj aviYvi GKwU fvÛvi m„wó Kiv hvq| e¨wZµgag©x aviYv‡K DrmvwnZ 
Kiv nq| d‡j †Kvb mgm¨vi mgvav‡bi Rb¨ mbvZbx cš’v cwinvi K‡i wbZ¨ bZzb Kjv-‡KŠkj cÖ‡qv‡Mi 
my‡hvM m„wó nq| 
 

(N) ms‡e`bkxjZv cÖwkÿY (Sensitivity Training)t `jMZ cÖwµqvi gva¨‡g Kg©x‡`i we‡kl K‡i 
e¨e ’̄vcK‡`i, AvPiY cwieZ©b Kivi j‡ÿ¨ ms‡e`bkxjZv cÖwkÿ‡Yi e¨e ’̄v Kiv nq| K‡qKRb Kg©x‡K 
GKwU †Lvjv‡gjv, gy³ cwi‡e‡k R‡ov Kiv nq Ges cvi¯úwiK Avjvc Av‡jvPbv Kivi Rb¨ DØy× Kiv 
nq| GKRb AvPiY-wekvi` (behavioral expert) Av‡jvPbvq mnvqZv K‡ib| wZwb Av‡jvPbvq 
AskMÖnYKvix‡`i‡K †Lvjv‡gjv gb wb‡q Zv‡`i a¨vb-aviYv, wek¦vm I g‡bvfve cÖKvk Kivi my‡hvM m„wó 
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K‡i †`b| Giƒc cÖwkÿ‡Yi gva¨‡g AskMÖnYKvixiv wb‡Ri AvPi‡Yi ¯^iƒc †hgb eyS‡Z cv‡ib, †Zgwb 
A‡b¨i AvPi‡Yi cÖwZ ms‡e`bkxj nIqvi welqwU Abyaveb Ki‡Z cv‡ib| 
 

(O) d¬vBs †¯‹vqvWªb c×wZ (Flying Squadron Method)t G c×wZ Abymv‡i K‡qKRb 
cÖwkÿYv_©x‡K  (Kg©x ev e¨e ’̄vcK) GKwU †¯‹vqvWªb (`j) wn‡m‡e msMwVZ Kiv nq Ges Zv‡`i‡K 
cÖwZôv‡bi †fZ‡i wewfbœ Kv‡h©i (jobs) mvwe©K aviYv I AwfÁZv AR©‡bi my‡hvM †`qv nq| gv‡S gv‡S 
†kÖwYK‡ÿ ewm‡q AwR©Z AwfÁZv m¤úwK©Z AviI evowZ Z_¨ cÖ`vb Kiv nq| d‡j cÖwkÿYv_©xiv wewfbœ 
ai‡bi Kvh© m¤ú‡K© wkÿvjvf K‡i| cieZ©x‡Z cÖ‡qvRbgZ Zv‡`i cÖ‡Z¨K‡K wfbœ wfbœ Kv‡h© wb‡qvwRZ 
Kiv mnRZi nq| 
 

(P) Awfbqg~jK cÖwkÿY (Role Playing)t G c×wZ‡Z GKRb Kg©x bvUKxq cwi‡e‡k (Zvi Kv‡Ri 
mv‡_ msMwZc~Y©) Awfb‡qi gva¨‡g wewfbœ welq †k‡L| mvaviYZ K‡qKRb Kg©x GKwU K‡ÿ GKwÎZ 
nq| Zv‡`i ga¨ †_‡K 2/3 Rb GKwU we‡kl welq/mgm¨v Ges Zv‡`i Kvh©Kjvc †bvU K‡i †bq| 
Awfbq †kl nevi ci mevB †bvU Kiv welq¸‡jv wb‡q Av‡jvPbv K‡i| Gfv‡e ev Í̄e cwi‡e‡ki mv‡_ 
wgj K‡i Awfb‡qi gva¨‡g mevB mgm¨vi Mfx‡i cÖ‡ek Ki‡Z cv‡i Ges mgvav‡bi ev Í̄em¤§Z iv Í̄v Lyu‡R 
cvq| 

 
 

 

 

 

 

 mvims‡ÿc 
 

bZzb Kg©Pvix ev e¨e ’̄vcK-wbev©nx wb‡qv‡Mi ci Zviv hv‡Z cÖ_‡g †hvM`v‡bi ci ciB cÖwZôvb m¤ú‡K© Rvb‡Z 
cv‡i, Ab¨vb¨ Kg©x‡`i mv‡_ cwiwPZ n‡Z cv‡i, cÖwZôv‡bi Kvh©c×wZ, wbqg-Kvbyb, ms¯‹…wZ, mvsMVwbK eªZ I 
`k©b BZ¨vw` m¤‡̂Ü Ávb jvf Ki‡Z cv‡i, †mRb¨ Iwi‡q‡›Ukb e¨e ’̄v Kiv nq| cÖwkÿY bZzb wKsev cyi‡bv me 
Kg©x‡KB †`qv hvq| Z‡e bZzb Kg©x‡`i Rb¨B cÖwkÿY mev©waK cÖ‡qvRb| cÖwkÿY n‡jv bZzb ev cyi‡bv Kg©x‡`i 
g‡a¨ cÖ‡qvRbxq `ÿZvi m„wó Kivi cÖwµqv| GKwU cÖwkÿY Kg©m~wPi g~jZ 4 wU ch©vq _v‡K; G¸‡jv n‡jv t (K) 
cÖwkÿ‡Yi cÖ‡qvRb wbav©iY, (L) cÖwkÿ‡Yi jÿ¨ w¯’iKiY, (M) cÖwkÿY cwiPvjbv Ges (N) cÖwkÿ‡Yi djvdj 
g~j¨vqb| cÖwkÿY cÖ`v‡bi wKQz †KŠkjI i‡q‡Q| D‡jøL‡hvM¨ †KŠkj¸‡jv n‡”Qt Kg©Kvjxb cÖwkÿY, e³…Zv, 
AwWI-wfRyq¨vj c×wZ Ges †Uwj‡Uªwbs| Kg©x‡`i‡K hLb cÖwZôv‡bi †fZ‡i ev evB‡i Kg©iZ Ae ’̄vq bv †i‡L 
A_v©r Kg©-cwi‡e‡ki evB‡i cÖwkÿY †`qv nq, †m cÖwkÿY‡K Kg©-ewn©f~©Z cÖwkÿY ejv nq| RbwcÖq Kg©-ewnf©~Z 
cÖwkÿY c×wZ¸‡jv n‡jvt †fwóweDj cÖwkÿY, wmgy‡j‡UW cÖwkÿY, †eªBb÷wgs©, ms‡e`kxjZv cÖwkÿY, d¬vBs 
†¯‹vqvWªb c×wZ, Awfbqg~jK cÖwkÿY BZ¨vw`|     
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  Kg©m¤úv`b g~j¨vqb I djveZ©b 
 Performance Appraisal and Feedback 

  

 
D‡Ïk¨ 

     
G cvV †k‡l Avcwb-  

• Kg©m¤úv`b g~j¨vqb Kx Rvb‡Z cvi‡eb| 
• Kg©m¤úv`b g~j¨vq‡bi cÖ‡qvRbxqZv e¨vL¨v Ki‡Z cvi‡eb| 
• Kg©m¤úv`b g~j¨vq‡bi c`‡ÿcmg~n eY©bv Ki‡Z cvi‡eb| 
• Kg©m¤úv`b g~j¨vq‡bi c×wZmg~n m¤ú‡K© Rvb‡Z cvi‡eb| 
• e¨e ’̄vcK‡`i g~j¨vqb Kx Rvb‡Z cvi‡eb| 

 
 
GKRb e¨e ’̄vcK cÖwZôv‡b †hme KwVb mgm¨vi m¤§yLxb n‡q _v‡Kb, Zb¥‡a¨ Kg©x‡`i Kg©m¤úv`b (ev 
cvidi‡gÝ) cwigvcKiY Ab¨Zg| g‡b Kiv nq †h, Kg©x‡`i Kg©¤úv`‡bi mwVK cwigvc djcÖmy e¨e ’̄cbvi 
GKwU cÖ‡qvRbxq c~e©kZ©| G cv‡V Avgiv cÖwZôv‡bi Kg©x‡`i Kg©m¤úv`b g~j¨vq‡bi wewfbœ w`K¸‡jv Zz‡j 
ai‡ev| G cv‡Vi jÿ¨ n‡jv Kg©m¤úv`b cwigvc e¨e ’̄vi (Performance measurement systems) wfwË, 
wWRvBb I ev¯Íevq‡bi mv‡_ wkÿv_©x‡`i cwiPq Kwi‡q †`qv Ges G cvVwU Aa¨qb Kivi ci wKfv‡e BwZevPK 
g~j¨vqb cwi‡ek m„wó Kiv hvq Zrm¤ú‡K© wkÿv_©x‡`i mg¨K aviYv †`qv|  
 

Kg©m¤úv`b g~j¨vqb  
Performance Appraisal 

cÖwZôv‡b Kg©iZ Kg©x‡`i Kg©m¤úv`b (cÖ‡Z¨K w`b ¯^ ¯^ c‡` †_‡K Zviv †hme KvR K‡i) cwigvc I e¨e ’̄vcbv 
Kivi cÖwµqv Kg©m¤úv`b g~j¨vqb (performance appraisal) bv‡g cwiwPwZ| gvbe m¤ú` e¨e ’̄vcbv 
wekvi`‡`i g‡Z, Kg©m¤úv`b g~j¨vqb n‡jv, ÔÔIdentification measurement and management of human 

performance in organizations.’’ G msÁvq wZbwU we‡kl c`evP¨ e¨envi Kiv n‡q‡Q †h¸‡jvi e¨vL¨v 
cÖ‡qvRb| 
 

• mbv³KiY (Identification)t GLv‡b mbv³KiY gv‡b n‡jv Kg©m¤úv`b cwigv‡ci mgq e¨e¯’vcK †hme 
Kvh©‡ÿÎ cwigvc Ki‡e †m¸‡jv wPwýZ K‡i GKwU ZvwjKv ˆZwi Kiv| Kg©x‡`i Kv‡Ri mv‡_ m¤úK©nxb 
†Kvb welq ZvwjKvq AšÍf©~³ Kiv nq bv; †hgb eqm, RvZxqZv, cyiæl/gwnjv BZ¨vw`| 

• cwigvc (Measurement)t cwigvc ej‡Z eySvq Kgx©‡`i Kg©m¤úv`b KZUzKz ÔfvjÕ ev Ôg›`Õ Zrm¤ú‡K© 
e¨e ’̄vc‡Ki AwfgZ (judgement) g~j¨vqb e¨e ’̄vi g~j Dcv`vb n‡jv cwigvc| cÖwZôv‡bi me wefv‡Mi 
cwigvc e¨e ’̄v GK iKg nIqv Acwinvh©| 

• e¨e ’̄vcbv (Management)t G‡ÿ‡Î e¨e¯’vcbv K_vwU we‡kl A‡_© e¨envi Kiv nq| Kg©m¤úv`b 
g~j¨vq‡bi mgq Kg©x‡`i Kg©m¤úv`b m¤ú‡K© †hme µwU ev Achv©ßZv Lyu‡R cvIqv hv‡e, †m¸‡jv hv‡Z 
Zviv fwel¨‡Z cwinvi K‡i wb‡Ri cÖ”Qbœ cÖwZfvi/ÿgZvi weKvk NUv‡Z cv‡i †mRb¨ e¨e¯’vcK 
Kg©x‡`i‡K my‡hvM myweav cÖ`vb Ki‡e Ges cÖ‡qvRbxq cÖwkÿY w`‡e| GLv‡b e¨e ’̄vcK AZxZ-gyLx bv 
n‡q fwel¨r-gyLx n‡e| 

 

Kg©m¤úv`b g~j¨vqb mvaviYZ eQ‡i GKevi Kiv nq| Kg©x‡`i em& (boss) ev mycvifvBRvi g~jZ KwZcq 
wb‡ ©̀k‡Ki †cÖwÿ‡Z Kg©x‡`i‡K g~j¨vqb K‡i| 
 
 

 

cvV 9.5 
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Kg©m¤úv`b g~j¨vqb †Kb cÖ‡qvRb 
Why is Performance Appraisal Necessary 
Kg©m¤úv`b g~j¨vqb wewfbœ Kvi‡Y Kiv nq t 

1. g~j¨vq‡bi gva¨‡g cÖvß Z‡_¨i wfwË‡Z Kgx©‡`i †eZb e„w×i welq we‡ePbv Kiv hvq|  
2. Kg©x‡`i c‡`vbœwZi welq we‡ePbv Kivi Rb¨ Zv‡`i Kvh©m¤úv`‡bi gvb m¤ú‡K© cÖ‡qvRbxq Z_¨ msMÖn 

Kiv Acwinvh©| Kg©m¤úv`b g~j¨vq‡bi gva¨‡g Gme Z_¨ msMÖn Kiv hvq|  
3. Kg©m¤úv`b g~j¨vqb e¨e ’̄vcK I Aa Í̄b‡`i GK‡Î e‡m Kv‡Ri eZ©gvb gvb I fwel¨‡Z wKfv‡e gvb 

AviI e„w× Kiv hvq Zrm¤ú‡K© Av‡jvPbvi my‡hvM m„wó K‡i|  
4. Kg©m¤úv`b g~j¨vq‡bi gva¨‡g Kg©x‡`i K¨vwiqvi cø¨vwbs cÖwµqvi †K› ª̀we› ỳ wn‡m‡e e¨envi Kiv hvq| 

KviY g~j¨vq‡bi gva¨‡g  Kg©x‡`i †hme mej Ges ~̀e©j w`K Av‡Q †mMy‡jv cÖKvk cvq| d‡j G¸‡jvi 
Av‡jv‡K Zv‡`i K¨vwiqvi cø¨vb chv©‡jvPbv Kivi GKwU my‡hvM m„wó nq| 

 

Kg©m¤úv`b g~j¨vq‡bi c`‡ÿcmg~n  
Steps in Performance Appraisal 

Kg©m¤úv`b g~j¨vq‡bi mv‡_ 3wU c`‡ÿc RwoZ (wPÎwU †`Lyb)| c`‡ÿc¸‡jv wb‡¤œ Av‡jvPbv Kiv n‡jvt 
 

 
 
 
 
  
 
 
 

wPÎ: Kg©m¤úv`b g~j¨vq‡bi c`‡ÿcmg~n 
 

(1) c` msÁvwqZKiY (Defining the job)t cÖ_‡gB †h-c‡`i e¨w³i Kvh©vewj g~j¨vqb Kiv n‡e, †m c‡`i 
mv‡_ mswkøó KZ©e¨-Kg© I Kv‡Ri gvb (duties and job standards) mywbw ©̀ó Ki‡Z n‡e| A‡bK mgq ïaygvÎ 
Kg©-ZvwjKv †`‡L eySv gykwKj, Kg©xi mycvifvBRvi Zvi KvQ †_‡K Kx Kx KvR cÖZ¨vkv K‡i| Giƒc N‡U GRb¨ 
†h, Kg©-ZvwjKvi evB‡iI A‡bK KvR Kivi Rb¨ gy‡L gy‡L wb‡ ©̀k †`qv nq| GKvi‡Y cÖ‡Z¨K Kv‡Ri Rb¨ 
cwigvc‡hvM¨ ÷¨vÛvW© ev gvb wbav©iY Kiv Avek¨K, hv‡Z cieZ©x‡Z Kg©m¤úv`b ‡m gv‡bi †cÖwÿ‡Z cwigvc Kiv 
hvq| 
 

(2) Kg©m¤úv`b g~j¨vqb (Appraising performance)t cÖ_g av‡c Kg©xi Kv‡Ri †h gvb/ó¨vÛ©vW wbav©iY 
Kiv n‡q‡Q †m¸‡jvi Av‡jv‡K wØZxq ch©v‡q Kg©xi Kg©m¤úv`b g~j¨vqb Kiv nq| G‡ÿ‡Î wbav©wiZ gv‡bi mv‡_ 
Kg©xi ev¯Íe KvR Zzjbv K‡i †`Lv nq| mvaiYZ †iwUs di‡gi mvnv‡h¨ ZzjbvKi‡Yi KvRwU m¤úbœ Kiv nq| 
 

(3) djveZ©‡bi e¨e ’̄vKiY (Providing feedback)t Kg©m¤úv`b gyj¨vqb Kivi ci †h djvdj cvIqv hvq Zv 
mswkøó Kg©x‡K AewnZ Kivi e¨e ’̄v _vKv Acwinvh©| miKvwi cÖwZôv‡b Giƒc djveZ©‡bi e¨e ’̄v †bB ej‡jB 
P‡j| wKš‘ AwaKvsk mdj e¨emvq cÖwZôv‡b djveZ©‡bi e¨e ’̄v _v‡K| bvg Kiv †Kv¤úvwb¸‡jv‡Z mycvifvBRi I 
Kg©x GK †Uwe‡j e‡m g~j¨vq‡bi djvdj wb‡q Av‡jvPbv K‡i Ges Kg©xi Kv‡Ri gvb AviI Dbœq‡bi Rb¨ 
cwiKíbv ˆZwi K‡i| 
 
 
 
 
 
 

Kg©m¤úv`b g~j¨vqb 

c`‡ÿcmg~n 

Kg©m¤úv`b g~j¨vqb djveZ©‡bi e¨e ’̄vKiY c` msÁvwqZKiY 
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Kg©m¤úv`b g~j¨vq‡bi c×wZmg~n 
Methods of Performance Appraisal 

Kg©m¤úv`b g~j¨vq‡bi A‡bK¸‡jv c×wZi g‡a¨ ¸iæZ¡c~Y© c×wZ¸‡jv n‡jvt 
 

Kg©m¤úv`b g~j¨vq‡bi c×wZmg~n 
1. MÖvwdK †iwUs †¯‹j c×wZ 
Graphic Rating Scale Method 

4. ¸iæZ¡c~Y© NUbv c×wZ 
Critical Incident Method 

2. Aëvi‡bkb i¨vswKs c×wZ 
Alternation Ranking Method 

5. AvPiwYKfv‡e msMÖw_Z †iwUs ‡¯‹j 
Behaviorally Anchored Rating Scale 

3. hyMj ZzjbvKiY c×wZ 
Paired Comparison Method 

6. GgweI c×wZ 
MBO Method 

 
(1) MÖvwdK †iwUs ‡¯‹j c×wZ (Graphic rating scale method)t Kg©m¤úv`b g~j¨vq‡bi me‡P‡q mnR 
c×wZ n‡jv MÖvwdK †iwUs †¯‹j| G c×wZ Abymv‡i KwZcq ¸Yvejx ev jÿYxq wb‡ ©̀kK (traits) -Gi ZvwjKv 
cÖ¯‘Z K‡i cÖ‡Z¨KwU wb‡ ©̀k‡Ki Rb¨ Kg©m¤úv`‡bi †iÄ (Am‡šÍvlRbK - LyeB m‡šÍvlRbK) wbav©iY K‡i †`qv 
nq| cÖ‡Z¨K wb‡ ©̀k‡Ki wecix‡Z Kg©xi Rb¨ †iwUs †`qv nq (‡MvjvKvi e„Ë ev wUK wPý w`‡q)| Gici 
wb‡ ©̀kK¸‡jvi Rb¨ cÖ`Ë msL¨v (g~j¨vqb) †hvM Kiv nq| †Wmjvi (Dessler)- Gi eY©bv g‡Zt ÔÔGraphic 

rating scale is a scale that lists a number of traits and a range of performance for each. The 

employee is then rated by identifying the score that best describes his or her level of 

performance for each trait.’’ 
 

wb‡¤œ MÖvwdK †iwUs †¯‹‡ji GKwU D`viniY ‡`qv n‡jv t 
 

Kg©xt e¨vs‡Ki †Uv‡Kb-Kg©Pvix 
 
wb‡`©kK t Awdm Dcw ’̄wZ  
GB Kg©Pvix mwVK mg‡q Awd‡m Dcw¯’Z nb? 
            1                                   2                                   3                                  4 
 
    

Strongly Disagree                     Disagree                               Agree                        Strongly Agree 

 
wb‡`©kK t mwVKZv  
GB Kg©Pvix Zvi KvR me mgq mwVKfv‡e K‡ib? 
            1                                   2                                   3                                  4 
 
Strongly Disagree                     Disagree                              Agree                         Strongly Agree 
 
 
 

(2) AjUvi‡bkb i¨vswKs c×wZ (Alternation ranking method)t KwZcq wb‡ ©̀kK (trait) Abyhvqx 
GKRb Kg©x‡K ÔÔ‡kÖôÕÕ (best) ‡_‡K ÔÔwbK…óÕÕ (worst) Gfv‡e i¨vswKs Kiv nq| cÖ_‡g Kg©m¤úv`b g~j¨vq‡bi 
Rb¨ Kg©x‡`i GKwU ZvwjKv ‰Zwi Kiv nq| wØZxqZ, GKwU di‡gi g‡a¨ wb‡ ©̀kK/‰ewkó¨ Abymv‡i †Kvb Kg©x 
me‡P‡q †ewk Ges †Kvb Kg©x me‡P‡q Kg b¤̂i cv‡e Zv wjwce× Kiv nq| Gici ÔcieZ©x m‡ev©”PÕ (next 

highest) b¤̂i Ges ÔcieZ©x me©wb¤œÕ (next lowest)  b¤^i Kviv cv‡e Zv †iKW© Kiv nq| Gfv‡e hZÿY ch©šÍ 
me Kg©xi i¨vswKs †kl bv n‡e, ZZÿY ch©šÍ G cÖwµqv Pj‡Z _v‡K| di‡gi GKwU bgybv †`qv n‡jv t 
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Alternation Ranking Scale || Aëvi‡bkb i¨vswKs †¯‹j 

 
wb‡`©kK/‰ewkó¨t -------------- 

 Most-highest ranking employee 
                               1.                                                                        11. 

                                     2.                                                                         12. 

 3.  13. 

 4.  14. 

 5.  15. 

 6.  16. 

 7.  17. 

 8.  18. 

 9.  19. 

 10.    20. 

 

                                                                                  Least-lowest ranking employee 

 
 
(3) hyMj ZzjbvKiY c×wZ (Paired comparison method)t G c×wZ‡Z cÖ‡Z¨K Kg©x‡K Ab¨vb¨ me Kgx©i 
mv‡_ †Rvovq Zzjbv Kiv nq| G Zzjbv cÖ‡Z¨KwU wba©vwiZ wb‡ ©̀k‡Ki (h_v Kv‡Ri cwigvc, Kv‡Ri ¸Yv¸Y 
BZ¨vw`) Rb¨B Kiv n‡q _v‡K| welqwU ¯úó Kivi Rb¨ GKwU D`vniY w`w”Q| g‡b Kwi, GKwU cÖwZôv‡b 5 Rb 
Kg©xi Kg©m¤úv`b g~j¨vqb Ki‡Z n‡e| hyMj ZzjbvKiY c×wZ AbymiY Kiv n‡j Avgiv 5 Rb Kg©xi Rb¨ 
cÖ‡Z¨KwU wb‡ ©̀k‡Ki wfwË‡Z hZ¸‡jv hyMj (‡Rvov) nIqv m¤¢e Zvi GKwU PvU© ˆZwi Kwi (wPÎwU †`Lyb)| 
Gici cÖ‡Z¨K wb‡ ©̀k‡Ki †ÿ‡Î GK †Rvovi g‡a¨ †K AwaKZi DËg/‡kÖqZi Kg©x Zv wb‡ ©̀k Kwi| cieZ©x‡Z, 
GKRb Kg©x hZevi †kÖqZi wb‡ ©̀wkZ n‡q‡Q Zv †hvM Kwi| †hvMdj †`‡L Avgiv eyS‡Z cvie, me Kg©xi g‡a¨ 
†K m‡ev©”P i¨vswKs AR©b K‡i‡Q| 
 

Kv‡Ri ¸Yv¸‡Yi wfwË‡Z i¨vswKs 
hvi mv‡_ Zzjbv Kiv n‡et Avwid Kwjg kwid iwdK wmwÏK 

Avwid  + + - - 
Kwjg -  - - - 
kwid - +  + - 
iwdK + + -  + 
wmwÏK + + + -  
      

 
wPÎ: hyMj ZzjbvKiY c×wZ Abymv‡i i¨vswKs PvU© 

 

`ªóe¨t (+) gv‡b ÔÔwbw ©̀ó e¨w³ÕÕ- Gi Zzjbvq †kÖqZi| (-) gv‡b ÔÔwbw ©̀ó e¨w³ÕÕ- Gi Zzjbvq †kÖqZi bq| + Gi msL¨v 
†hvM Ki‡j m‡e©v”P i¨vsKcÖvß Kg©x Ò†KÓ Zv Rvbv hv‡e| G D`vni‡Y Kwjg m‡ev©”P i¨vsK †c‡q‡Q| 
 

(4) ¸iæZ¡c~Y© NUbv c×wZ (Critical incident method)t G c×wZ‡Z mycvifvBRvi/em cÖ‡Z¨K Aaxb ’̄ 
Kg©xi A¯̂vfvweK fvj ev AbvKvw•ÿZ  AvPi‡Yi †iKW© msiÿY K‡ib| cÖwZ QÕgvm ev wba©vwiZ mgq cici 
mycvifvBRvi Kg©xi mv‡_ e‡m Kg©xi AvPiY m¤ú‡K© Av‡jvPbv K‡i Ges †iKW©K…Z we‡kl we‡kl NUbv¸‡jv‡K 
D`vniY wn‡m‡e †ck K‡i| 
 

G c×wZ Ab¨vb¨ †h †Kvb g~j¨vqb c×wZi cwic~iK wn‡m‡e e¨envi Kiv hvq| wKš‘ Avjv`vfv‡e e¨envi K‡i 
Kg©x‡`i Zzjbv Kiv hv‡e bv| 
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(5) AvPiwYKfv‡e msMÖw_Z †iwUs †¯‹j (Behaviorally anchored rating scale)t G c×wZ‡Z eY©bvg~jK 
Ô¸iæZ¡c~Y© NUbvÕ c×wZi mv‡_ msL¨vZ¥K c×wZ MÖw_Z K‡i w`‡q Dfq c×wZi DcKvwiZv jv‡fi cÖ‡Póv Pvjv‡bv 
nq| G c×wZi Rb¨ mwVK dig ˆZwi Kiv h‡_ó KwVb| 
 

(6) GgweI c×wZ (MBO method)t Management by Objectives ev jÿ¨wfwËK e¨e ’̄vcbv m¤ú‡K© 
BwZg‡a¨ Avgiv GKwU mg¨K aviYv †c‡qwQ (BDwbU 5- †`Lyb)| G c×wZ Abymv‡i Kg©m¤úv`b g~j¨vqb Kivi 
†ÿ‡Î QÕwU avc AbymiY Kiv nqt  

K) cÖwZôv‡bi Rb¨ mvgwMÖK jÿ¨ w ’̄i K‡i (cieZ©x eQ‡ii Rb¨)| 
L) wefvMxq cÖavbMY Zv‡`i DciIqvjv‡`i mv‡_ †hŠ_fv‡e wefv‡Mi Rb¨ Ôwefv‡Mi jÿ¨Õ wba©viY K‡i| 
M) wefvMxq cÖavb wefv‡Mi Kg©x‡`i mv‡_ e‡m wefv‡Mi jÿ¨mgqn wb‡q Av‡jvPbv K‡i Ges cÖ‡Z¨K 
Kg©x‡K wbR¯̂ jÿ¨ w¯’i Kivi Rb¨ Aby‡iva Rvbvq| 
N) wefvMxq cÖavb I Kg©xiv wg‡j ¯^í‡gqv`x Kg©m¤úv`b-Uv‡M©U wbav©iY K‡i| 
O) wefvMxq cÖavb Uv‡M©‡Ui mv‡_ Kg©x‡`i ev¯Íe Kg©m¤úv`b wgwj‡q †`‡Lb Ges cv_©K¨ Av‡Q wK-bv Zv 
wbiƒcY K‡ib| 
P) cÖZ¨vwkZ dj AR©‡bi c‡_ evav Acmvi‡Yi cš’v wba©vi‡Yi j‡ÿ¨ wefvMxq cÖavb Kg©x‡`i mv‡_ gv‡S 
gv‡S mfvq e‡m Kg©xi Kv‡Ri AMÖMwZ ch©v‡jvPbv K‡ib Ges Zv‡`i‡K h_vh_ civgk© †`b| 

 

e¨e¯’vcK‡`i g~j¨vqb 
Appraisals of Managers 

A‡b‡K e¨e¯’vcKxq Kvh©µ‡gi g~j¨vqb‡K e¨e ’̄vcbv Dbœq‡bi ÔÔGwPjxi †MvovjxÕÕ (Achille’s heel) ev Ô ỳe©jZg 
w`KÕ wn‡m‡e AvL¨vwqZ K‡i‡Qb| †h-hvB ejyK bv †Kb e¨e ’̄vcbvi †ÿ‡Î e¨e ’̄vc‡Ki g~j¨vqb AZ¨šÍ ¸iæZ¡c~Y© 
welq| †Kbbv, e¨e ’̄vcK‡`i e¨e ’̄vcKxq Kv‡h©i kw³-mvg_©¨ Ges ỳe©jZv I ÎæwU wePz¨wZ Rvbv bv _vK‡j mwVK 
wb‡ ©̀kbv m¤^wjZ e¨e ’̄vcKxq ˆbcyY¨ I `ÿZv e„w×i c‡_ weivU AšÍivq †`Lv †`q| d‡j mvgwMÖK Dbœq‡b weNœ 
N‡U| G Rb¨ e¨e ’̄vcK‡`i g~j¨vqb‡K e¨e¯’vcbv wm‡÷‡gi GKwU Acwinvh© I Awe‡”Q`¨ Ask wn‡m‡e MY¨ Kiv 
Avek¨K| GKRb e¨e ’̄vcK wKfv‡e cwiKíbv MÖnY K‡ib, msMVb Kvh© Pvjvb, Kg©x wb‡qvM K‡ib, †bZ…Z¡ †`b 
Ges wbqš¿Y K‡ib G mg¯Í welq m¤ú‡K© we¯ÍvwiZ Rvb‡Z cviv gv‡bB e¨e ’̄vcKxq c‡` mgvmxb †Kvb Kg©KZ©vi 
Kvh© ‰bcyY¨, we‡kl K‡i e¨e ’̄vcKxq Kvh©-‰bcyY¨, m¤ú‡K© AeMZ nIqvi GKgvÎ mwZ¨Kvi c_| 
 
 

 mvims‡ÿc 

 

GKRb e¨e ’̄vcK cÖwZôv‡b †hme KwVb mgm¨vi m¤§yLxb n‡q _v‡Kb, Zb¥‡a¨ Kg©x‡`i Kg©m¤úv`b cwigvcKiY 
Ab¨Zg| cÖwZôv‡b Kg©iZ Kg©x‡`i Kg©m¤úv`b cwigvc I e¨e ’̄vcbv Kivi cÖwµqv Kg©m¤úv`b g~j¨vqb bv‡g 
cwiwPwZ| Kg©m¤úv`b g~j¨vq‡bi mv‡_ 3wU c`‡ÿc RwoZt c` msÁvwqZKiY, Kg©m¤úv`b g~j¨vqb Ges 
djveZ©‡bi e¨e ’̄vKiY| Avevi, Kg©m¤úv`b g~j¨vq‡bi A‡bK¸‡jv c×wZi i‡q‡Q hvi g‡a¨ ¸iæZ¡c~Y© 
c×wZ¸‡jv n‡jvt MÖvwdK †iwUs ‡¯‹j c×wZ, AjUvi‡bkb i¨vswKs c×wZ, hyMj ZzjbvKiY c×wZ, ¸iæZ¡c~Y© 
NUbv c×wZ, AvPiwYKfv‡e msMÖw_Z †iwUs †¯‹j Ges GgweI c×wZ| e¨e ’̄vcbvi †ÿ‡Î e¨e ’̄vc‡Ki g~j¨vqb 
AZ¨šÍ ¸iæZ¡c~Y© welq| †Kbbv, e¨e ’̄vcK‡`i e¨e ’̄vcKxq Kv‡h©i kw³-mvg_©¨ Ges ỳe©jZv I ÎæwU wePz¨wZ Rvbv 
bv _vK‡j mwVK wb‡ ©̀kbv m¤^wjZ e¨e ’̄vcKxq ˆbcyY¨ I `ÿZv e„w×i c‡_ weivU AšÍivq †`Lv †`q| d‡j 
mvgwMÖK Dbœq‡b weNœ N‡U| G Rb¨ e¨e ’̄vcK‡`i g~j¨vqb‡K e¨e ’̄vcbv wm‡÷‡gi GKwU Acwinvh© I Awe‡”Q`¨ 
Ask wn‡m‡e MY¨ Kiv Avek¨K|    
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  Kg©xi wb‡qvM-DËi wewfbœ welqvw` 
 Different Issues Related to Post-Placement of Employees 

  

 
D‡Ïk¨ 

     
G cvV †k‡l Avcwb-  

• c‡`vbœwZ I c‡`vbœwZi cÖKvi‡f`¸‡jv Rvb‡Z cvi‡eb| 
• c‡`vbœwZi wfwË e¨vL¨v Ki‡Z cvi‡eb| 
• c`vebwZ I c`Pz¨wZ ev eiLv Í̄ Kx Rvb‡Z cvi‡eb| 
• c`Z¨vM I Kg©x-QvuUvB m¤ú‡K© Rvb‡Z cvi‡eb| 
• Kg©xi Aemi MÖnY m¤ú‡K© Rvb‡Z cvi‡eb| 

 
 

c‡`vbœwZ  
Promotion 

c‡`vbœwZI GK ai‡bi Kg©x wbev©Pb| cÖwZôv‡bi †fZ‡i †hme Kg©x wb‡qvwRZ _v‡K, Zv‡`i ga¨ †_‡K †Kv‡bv 
c‡` GKRb Kg©x‡K eZ©gv‡bi Zzjbvq D”PZi gh©v`vmn wb‡qvM †`qv n‡j Zv c‡`vbœwZ bv‡g AwfwnZ nq| 
cÖwZôv‡bi Af¨šÍi †_‡K Kg©x wbev©wPZ Kiv nq e‡j c‡`vbœwZ Af¨šÍixY Kg©x‡`i g‡a¨B me©`v mxwgZ _v‡K| 
c‡`vbœwZ GK cÖKv‡ii e`wjI (transfer) e‡U| Giƒc e`wji †ÿ‡Î c~‡e©i c‡`i †P‡q bZyb c‡`i ‡eZb, gh©v`v 
I my‡hvM-myweav AwaKZi nq| gvbe m¤ú` e¨e ’̄vcK‡`i g‡Zt ÔÔPromotions refer to changes in which 

the pay, status and privileges of new posts are higher as compared with the old’’ ‡mvRv K_vq 
ejv hvq, GKRb Kg©x‡K cÖwZôv‡bi Af¨šÍ‡i AwaKZi ghv©`v I `vwqZ¡m¤úbœ c‡` DbœxZ KivB n‡jv c‡`vbœwZ| 
Kg©x‡`i Kg©-AvbyMZ¨ Ges †cÖlYv e„w×i j‡ÿ¨ c‡`vbœwZ e¨e ’̄v ivLv nq| eZ©gvb c` †_‡K Dc‡i DVvi my‡hvM 
ivLv bv n‡j Kg©xiv Kv‡Ri cÖwZ AvMÖn nvwi‡q †d‡j; Kg©-¯ú„nvI K‡g hvq Ges djkÖæwZ‡Z Drcv`bkxjZv n«vm 
cvq| ZvB c‡`vbœwZ‡K DbœZgv‡bi Kg©m¤úv`‡bi cÖwZ ¯̂xK…wZ cÖ`v‡bi GKwU cš’v wn‡m‡e MÖnY Kiv nq|  
 

c‡`vbœwZi cÖKvi‡f` 
Types of Promotions 

GKwU cÖwZôv‡b Kg©x‡`i‡K ỳÕfv‡e c‡`vbœwZ †`qv hvq| GKwU‡K ejv nq Djø¤^ c‡`vbœwZ Ges Av‡iKwU‡K ejv 
nq mgvšÍivj c‡`vbœwZ (wPÎwU †`Lyb)t 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

wPÎ: c‡`vbœwZi ‡kÖwbwefvM  

 

cvV 9.6 

c‡`vbœwZ 
Promotion 

mgvšÍivj c‡`vbœwZ 
Horizontal Promotion 

Djø¤̂ c‡`vbœwZ 
 Vertical Promotion 

 

GKB wefv‡Mi g‡a¨ D”PZi 
c‡` DbœxZKiY 

Ab¨ wefv‡M eZ©gvb c‡`i 
Zzjbvq D”PZi c‡` e`wj 
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(1) Djø¤^ c‡`vbœwZt AwaKvsk cÖwZôv‡b c‡`vbœwZ Djø¤^ ai‡biB nq| G c×wZ Abyhvqx GKRb Kg©x‡K Zvi 
wb‡Ri wefv‡Mi †fZ‡iB GKavc D”P c‡` wb‡qvM †`qv nq| A_v©r Zvi eZ©gvb c` †_‡K AwaKZi `vwqZ¡m¤úbœ 
I ghv©`vc~Y© D”PZi c‡` Zv‡K Avmxb Kiv nq | D`vniY¯̂iƒc ejv hvqt Av`gRx RyU wg‡ji Drcv`b wefv‡M 
Avwe` ivqnvb mnKvix e¨e ’̄vcK wn‡m‡e wb‡qvMcÖvß| PvKwii 5g eQ‡i Zv‡K Zvi, DbœZgv‡bi Kv‡Ri 
¯̂xK…wZ¯^iƒc Dc-e¨e ’̄vcK (D”PZi c`) c‡` Avmxb Kiv n‡jv | Zvi G c‡`vbœwZ n‡jv Djø¤^ c‡`vbœwZ| 
 

Djø¤^ c‡`vbœwZi KwZcq fvj w`K i‡q‡Qt (1) Kg©xiv wb‡Ri wefv‡MB D”PZi c‡` †_‡K KvR Ae¨vnZ ivL‡Z 
cvivq AvZ¥Z…wß †eva K‡i; (2) A‡bK w`b GKB wefv‡M KvR Kivi Kvi‡Y wefv‡Mi cÖwZwU welq m¤ú‡K© 
fvjfv‡e AewnZ nevi my‡hvM cvq Ges †mRb¨ c‡`vbœwZi ci AviI e„nËi cwim‡i KvR Kivi my‡hvM cvIqvq 
Zvi Kg©-AvbyMZ¨ I †cÖlYv e„w× cvq; (3) me Kg©x cwiwPZ _vKvq mn‡R Zv‡`i mg_©b Av`vq Ki‡Z cv‡i; Z‡e 
wKQy AmyweavI Av‡Q| cÖwZôvb hw` ïay Djø¤^ c‡`vbœwZi g‡a¨B c‡`vbœwZ cÖ_v mxwgZ iv‡L Zvn‡j †Kvb c` Lvwj 
bv n‡j wKsev AwZkq `xN© mg‡qi e¨eav‡b Lvwj n‡j Kg©x‡`i g‡a¨ c‡`vbœwZ bv cvIqvRwbZ †ÿvf m„wó n‡Z 
cv‡i| 
 

(2) mgvšÍivj c‡`vbœwZt mgvšÍivj c‡`vbœwZi †ÿ‡Î GKRb Kg©x‡K Zvi wbR wefvM †_‡K Ab¨ GKwU wefv‡M, 
eZ©gvb c` †_‡K D”PZi c‡` e`wj Kiv nq| GLv‡bI DbœxZ c‡`i ghv©`v AwaKZi nq| D`vniY¯̂iƒc, 
Drcv`b wefv‡M Dc-e¨e ’̄vcK c‡` AwawôZ b‡i› ª̀ K…ò‡K hw` Ôgvb wbqš¿Y wefv‡MÕ e¨e ’̄vc‡Ki c‡` wb‡qvM 
w`‡q †mLv‡b e`wjZ K‡i †`qv nq, Zvn‡j GwU n‡e mgvšÍivj c‡`vbœwZ| ¯§iY ivLv `iKvi †h, mgghv©`v m¤úbœ 
c‡` Ab¨ wefv‡M †Kvb Kg©x‡K wb‡qvM †`qv n‡j Zv n‡e ïay Ôe`wjÕ (transfer)- c‡`vbœwZ bq| Aek¨ †QvU 
wefvM †_‡K eo wefv‡M mgc‡` e`wj Kiv n‡j A‡b‡K GUv‡K mgvšÍivj c‡`vbœwZ bv‡g AwfwnZ K‡ib| 
 

c‡`vbœwZi wfwË 
Basis of Promotion 

c‡`vbœwZi wfwË wK n‡e Zv wb‡q gZ‡f` i‡q‡Q| †KD e‡jb, c‡`vbœwZi wfwË nIqv DwPZ †R¨ô¨Z¡ 
(Seniority); Avevi †KD e‡jb, Gi wfwË nIqv DwPZ †hvM¨Zv (ability)| KviI KviI g‡Z †R¨ôZ¡ I †hvM¨Zv 
Dfq wfwË‡ZB c‡`vbœwZ nIqv DwPZ| mvaviYZ †`Lv hvq, kÖwgK ms‡Ni †bZviv †R¨ô‡Z¡i wfwË‡K cQ›` 
K‡ib| cÿvšÍ‡i, e¨e¯’vcbv KZ©©„cÿ cQ›` K‡ib †hvM¨Zv ev †gav| kÖwgK msN †R¨ô‡Z¡i Dci ¸iæZ¡ †`q G Rb¨ 
‡h, †R¨ô‡Z¡i wfwË‡ZB cÖvqk kÖwgK-Kg©Pvix‡`i cÖ‡qvR‡b †j-Ad& ev wWmPvR© Kiv nq| GLv‡b Avgiv wewfbœ 
wfwËi fvj-g›` w`K m¤ú‡K© Av‡jvPbv Kie| 
 

c‡`vbœwZi wfwË wn‡m‡e †R¨ôZ¡t †R¨ôZ¡ ej‡Z GKRb Kg©xi PvKwii †gqv`-Kvj‡K eySvq| wZwb mswkøó 
cÖwZôv‡b KZ eQi PvKwi Ki‡Qb, †m-mg‡qi wePv‡i Kg©xi †R¨ôZ¡ wba©viY Kiv nq| g‡b Kwi, GKB wefv‡M 5 
Rb e¨w³ mnKvix e¨e ’̄vcK wn‡m‡e KvR Ki‡Qb| G‡`i g‡a¨ 1g I 2q mnKvix e¨e ’̄vc‡Ki PvK‡ii †gqv` 
n‡”Q 7 eQi, 3q mnKvixi PvKwii †gqv` 9 eQi Ges 4_© I 5g mnKvixi PvKwii †gqv` n‡”Q 6 eQi| G‡ÿ‡Î 
Ôe¨e ’̄vcKÕ-Gi c‡` c‡`vbœwZ †`qvi Rb¨ 3q mnKvix e¨e ’̄vcK‡KB wbev©Pb Kiv n‡e; KviY Ab¨ PviR‡bi 
Zzjbvq wZwbB mevi †R¨ô| Aek¨ †R¨ôZ¡ wbav©i‡Y KviI KviI †ÿ‡Î we‡kl we‡ePbv Kiv nqt (1) AÎ 
cÖwZôv‡b †gvU PvKwii mgq, (2) Ab¨vb¨ Zyjbxq cÖwZôv‡b †gvU PvKwii †gqv`, (3) eZ©gvb c‡` ‡gvU PvKwii 
†gqv`| 
 

‡R¨ôZ¡ wfwËK c‡`vbœwZ mf¨Zvi gZB cyi‡bv| ivR-ivRov‡`i Avg‡j †R¨ô mšÍvbB evevi c‡i ivRv n‡Zb| 
†Rô¨Zvi wfwË A‡bK we‡iva mgvav‡bi mnvqK e‡jB Av‡MKvi hyM †_‡K GwU‡K c‡`vbœwZi wfwË wn‡m‡e e¨envi 
Kiv nq| Ab¨vb¨ wfwË e¨envi Kiv n‡j wm×všÍKvix ev mswkøó e¨w³iv GKg‡Z DcbxZ n‡Z KwVb mgm¨vi 
m¤§yLxb nb| wKš‘ PvKwii †gqv`Kvj wjwce× _v‡K e‡j mn‡RB Kg©x‡`i †R¨ôZ¡ wba©viY Kiv hvq| Giƒc wfwË 
e¨env‡ii Lvivc w`K n‡jvt †hvM¨Zvm¤úbœ ZiæY Kg©xiv A‰ah© n‡q c‡o; cyi‡bv‡`i Aemi MÖnY ev g„Zy¨i Rb¨ 
Zviv †`wi Ki‡Z Pvq bv- Zviv Rv‡b †R¨ô‡`i Aemi ev g„Zz¨ Qvov c` Lvwj n‡e bv| d‡j †hvM¨ I `ÿ Kg©xiv 
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my‡hvM †c‡jB Ab¨Î P‡j hvq| G‡Z cÖwZôvb ÿwZMÖ¯Í nq| `ÿ †jvKRb cÖwZôvb †Q‡o P‡j hvIqvi Kvi‡Y 
Ô‡m‡KÛ-‡MÖWÕ Kg©x‡`i nv‡Z cÖwZôvb cwiPvjbvi `vwqZ¡ b¨ Í̄ nq| 
 

c‡`vbœwZi wfwË wn‡m‡e †hvM¨Zvt †hvM¨Zv ev ‡gav ej‡Z GKRb Kg©xi Kg©-‰bcyY¨, `ÿZv I Kg©-¯ú„nv, `vwqZ¡-
m‡PZbZv, wkÿvMZ †hvM¨Zv BZ¨vw`i mgwó‡K eySvq| †gav bq weavq †gavi wfwË wb‡q fzj eySveywSi AeKvk 
_v‡K| e¨e¯’vcbv KZ©„cÿ †gav wn‡m‡e hv wbiƒcY K‡ib, kÖwgK msN †mUv‡K ¯^RbcÖxwZ wn‡m‡e AwfwnZ K‡i 
Sv‡gjv cvKv‡Z cv‡i| ZvB †gav‡K c‡`vbœwZi wfwË wn‡m‡e e¨envi Ki‡Z PvB‡j KZ©„c‡ÿi KwZcq Ôwbqš¿YÕ 
(controls) cÖwZôv Ki‡Z n‡e, hv‡Z wbi‡cÿfv‡e †gavi wePvi Kiv hvq- Ab¨‡`i g‡b m‡›`n m„wói my‡hvM bv 
_v‡K| 
 

‡gav‡K c‡`vbœwZi wfwË wn‡m‡e e¨envi Kiv n‡j D`¨gx I `ÿ Kg©x, we‡kl K‡i ZiæY Kg©x‡`i g‡a¨ Aby‡cÖlYv 
ev ‡gvwU‡fk‡bi m„wó nq| Zv‡`i g‡a¨ Kg©-wbôv e„w× cvq Ges cÖwZôv‡bi DbœwZi Rb¨ wb‡Ri kÖg I †gav‡K 
¯̂Ztù~Z©fv‡e DrmM© K‡i| 
 

†R¨ôZ¡ I †hvM¨Zvi wfwË‡Z c‡`vbœwZt Avjv`vfv‡e †R¨ôZ¡ I †hvM¨Zv‡K wfwË wn‡m‡e a‡i c‡`vbœwZ †`qv n‡j 
wKQz wKQz mgm¨vi m„wó nq| G m¤ú‡K© BZc~‡e© Av‡jvPbv Kiv n‡q‡Q| Dfq †ÿ‡Î m„ó mgm¨v¸‡jvi mgvavbK‡í 
A‡bK cÖwZôvb c‡`vbœwZi †ÿ‡Î GKB mv‡_ †R¨ôZ¡ I †hvM¨Zv/†gav‡K wfwË wn‡m‡e e¨envi K‡i| G‡Z ỳÕKzjB 
iÿv nq| GKw`‡K †hgb PvKwii †gqv`‡K ¸iæZ¡ †`qv nq, Ab¨w`‡K †gav‡KI h_vh_fv‡e we‡ePbv Kiv nq|  
 

c`vebwZ 
Demotion 

c`vebwZ n‡jv c‡`vbœwZi wecixZ Ae ’̄v| hLb GKRb Kg©x‡K Zvi eZ©gvb c` †_‡K mwi‡q GK avc wb¤œ¯Í‡ii 
c‡` Avmxb Kiv nq, Zv c`vebwZ bv‡g cwiwPZ| GKRb ÔwefvMxq e¨e ’̄vcKÕ-†K e¨e ’̄vc‡Ki c` †_‡K mwi‡q 
mnKvix e¨e ’̄vc‡Ki c‡` envj Kiv n‡j ejv hvq †h, Zvi c`vebwZ n‡q‡Q| c`vebwZi d‡j Kg©xi  c`-ghv©`v 
n«vm cvq, †eZb K‡g hvq Ges Awdwmqvj ÿgZv Le© nq| †Kvb Kg©x‡K Zvi A‡hvM¨Zvi Rb¨ kvw¯Í¯̂iƒc c`vebwZ 
Kiv nq|  
 

c`vebwZ LyeB mveavbZvi mv‡_ Kiv evÃbxq| cwinvi KivB eis †kÖq| KiY c`vebwZ Kg©xi Rb¨ 
AcgvbRbK| ZvB c`vebwZi wkKvi Kg©xiv Amš‘ó Kg©x wn‡m‡e cÖwZôv‡b fvj KvR Kivi AvMÖn cv‡e bv| 
ZvQvov, Ab¨vb¨ Kg©xivI G‡Z cÖfvweZ n‡Z cv‡i| mwVK I hyw³MÖvn¨ Kvi‡Y c`vebwZ Kvh©Ki bv n‡j Am‡šÍvl 
†`Lv w`‡e; kÖwgK msN n Í̄‡ÿc Ki‡Z cv‡i Ges cwiYv‡g cwi‡e‡ki AebwZ NU‡Z cv‡i| GKRb Kg©xi ZLbB 
c`vebwZ Kiv †h‡Z cv‡i hLbt   

1. wZwb Zvi Dci Awc©Z `vwqZ¡ kvixwiK ev gvbwmK Kvi‡Y cvjb Ki‡Z AcviM; 
2. wba©vwiZ k„•Ljv fs‡Mi Aciv‡a evievi Acivax wn‡m‡e Awfhy³; 
3. wZwb EaŸ©Z‡bi mv‡_ B”QvK…Zfv‡e Am`vPiY K‡i‡Qb; 
4. evievi KZ©e¨-K‡g© Ae‡njv cÖ`k©b Ki‡Qb; 
5. cÖwZôv‡bi cwjwmMZ cwieZ©b N‡U‡Q| 

 

c`Pz¨wZ ev eiLv Í̄ 
Termination or Dismissal 

GKRb Kg©x‡K Zvi PvKwi †_‡K ev` †`qv n‡j Zv eiLv¯Í ev c`Pz¨wZ bv‡g cwiwPZ| GKRb wb‡qvMKZ©v ZLbB 
GKRb Kg©x‡K eiLv Í̄ K‡i hLb- 
K) Kg©x Zvi `vwqZ¡ cvj‡b evievi e¨_©Zvi cwiPq †`q; 
L) Kg©x kvixwiK ev gvbwmK Kvi‡Y KvR Ki‡Z Aÿg cÖgvwYZ nq; 
M) cÖwZôv‡bi wbqg-k„•Ljv B”QvK…Zfv‡e f½ K‡i wKsev mZK©evYx m‡Ë¡I evievi GKB cÖKvi fzj K‡i; 
N) Kg©x ÔANU‡bi bvqKÕ (trouble-marker) wn‡m‡e Awfhy³ nq|  
 



Kg©xi wb‡qvM-DËi wewfbœ welqvw` 

 

BDwbU-9  c„ôv-132 

c`Z¨vM 
Resignation 

†Kv‡bv Kg©x PvKwi †Q‡o w`‡j Zv c`Z¨vM ev B¯Ídv bv‡g cwiwPZ| c`Z¨vMI GK cÖKv‡ii c`Pz¨wZ 
(Termination) hv Kg©xi wb‡Ri D‡`¨v‡MB msNwUZ n‡q _v‡K| wewfbœ Kvi‡Y GKRb Kg©x c`Z¨vM Ki‡Z cv‡it 
cÖwZôv‡b fwel¨‡Z c‡`vbœwZ bv cvIqvi AvksKv, AvZ¥-gh©v`v wb‡q KvR Kivi gZ cwi‡e‡ki Afve, EaŸ©Zb 
KZ©„K Aghv©`vKi AvPiY, fvj Kv‡Ri ¯̂xK…wZ bv-cvIqv, mvgvb¨ fz‡ji Rb¨ Rbmg‡ÿ wZi®‹…Z nIqv, Kg 
†eZb-fvZv, Kg©-Amš‘wó, kvixwiKfv‡e ÿwZKi Kg©-cwi‡ek, wbav©wiZ Awdm-mg‡qi c‡iI webv IfviUvBg-
fvZvq KvR Kivi Pvc, e¨w³‡Z¡i Ø›Ø, kvixwiK Amy¯’Zv, gwnjv‡`i †ÿ‡Î weevn I AšÍtmË¡v nIqv BZ¨vw`| 
 

Kg©x-QvuUvB 
Redundancy/Lay-off 

mvaviYZ A_©‰bwZK g›`v (depression/recession) ev cÖvwZôvwbK KvVv‡gv‡Z cwieZ©‡bi Kvi‡Y cÖwZôv‡bi 
Dci Avw_©K Pvc n«vm Kivi j‡ÿ¨ Kg©x QvuUvB Kiv nq| wb‡¤œ K‡qKwU KviY D‡jøL Kiv n‡jv, hvi cwi‡cÖwÿ‡Z 
cÖwZôvb Kg©x-QvuUvB‡qi wm×všÍ wb‡Z cv‡it 

• Awbevh© KviYekZt (h_v- KvuPvgv‡ji ỳ®úÖvc¨Zv, Ae¨vnZ Pvu`vevwR/mš¿vm) e¨emvq wUwK‡q ivLv Am¤¢e 
n‡j; 

• evRv‡i cÖwZôvb KZ…©K Drcvw`Z/wewµZe¨ c‡Y¨i Pvwn`v wecyjfv‡e n«vm cvIqvi Kvi‡Y cÖwZôv‡bi 
AvqZb †QvU Kivi cÖ‡qvRb †`Lv w`‡j; 

• kÖwgK Am‡šÍvl ev ivR‰bwZK `v½v-nv½vgvi Kvi‡Y cÖwZôvb Pvjy ivLv KwVb cÖwZqgvb n‡j; 
• wewfbœ Kvi‡Y Ae¨vnZfv‡e †jvKmvb Pj‡Z _vK‡j; 
• `xN© ’̄vqx eb¨v ev Ab¨vb¨ cÖvK…wZK ỳ‡hv©‡Mi d‡j cÖwZôvb mvgwqKfv‡e eÜ K‡i †`qvi cÖ‡qvRb n‡j, 

BZ¨vw`|  
 

mvgwqK Kg©x QvuUvB †j-Ad (Lay-off) bv‡g mycwiwPZ| e ‘̄Ztc‡ÿ, †j-Ad Ggb GKwU cwiw ’̄wZ‡Z msNwUZ 
nq hLb wZbwU Ae ’̄v weivRgvb _v‡Kt 

1. QvuUvB‡hvM¨ Kg©xi Rb¨ †Kvb KvR _v‡K bv; 
2. e¨e ’̄vcbv KZ©„cÿ Avkv K‡i †h, ÔKvR-bvBÕ (no-work) cwiw¯’wZ `xN©Kvj weivR Ki‡e bv; Ges 
3. wKQzKvj c‡iB QvuUvBK…Z Kg©x‡`i cybe©nvj Kiv m¤¢e n‡e|  

 

myZivs †`Lv hv‡”Q †h, †j-Ad, c`Pz¨wZi gZ bq| c`Pz¨wZ n‡jv ¯’vqx PvKwi-Pz¨wZ Avi †j-Ad n‡jv ÿY ’̄vqx 
PvKwi-Pz¨wZ| Aek¨ †Kvb †Kvb cÖwZôvb †j-Ad †K ’̄vqx PvKwiPz¨wZi evnvbv wn‡m‡e e¨envi Ki‡Z cv‡i| 
 

Aemi MÖnY  
Retirement 

GKRb Kg©x wbqgvbyhvqx wbw ©̀ó eq‡mi ci A_ev wbw ©̀ó †gqv‡`i PvKwii mgvwßi ci PvKwi †Q‡o P‡j hvq| G 
cÖwµqv Aemi MÖnY bv‡g cwiwPZ| D`vniY¯^iƒc, evsjv‡`‡k miKvwi Kg©Pvixiv 60 eQi eq‡m PvKwi †_‡K 
eva¨Zvg~jKfv‡e Aemi MÖnY K‡i| XvKv wek¦we`¨vj‡qi Aa¨vc‡Kiv 67 eQi eq‡m AemiMÖnY K‡i| †Kv‡bv 
Kg©x B”Qv Ki‡j †gqv`c~wZ©i Av‡MI Aemi MÖnY Ki‡Z cv‡i hv early retirement bv‡g AwfwnZ nq| B`vwbs 
Kv‡j evsjv‡`‡ki wewfbœ cÖwZôv‡b, we‡kl K‡i miKvwi cÖwZôv‡b Ges KwZcq AvšÍRv©wZK cÖwZôv‡b (h_v-
BDwb‡md, AvBwmwWwWAviwe) Ô‡Mv‡ìb n¨vÛ‡kKÕ bv‡gi Avov‡j early retirement-Gi wbqg cÖeZ©b Kiv 
n‡q‡Q| Aemi MÖn‡Yi Kvi‡Y Kg©xiv KwZcq we‡kl my‡hvM-myweav †fvM K‡i| 
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 mvims‡ÿc 

 

cÖwZôv‡bi †fZ‡i †hme Kg©x wb‡qvwRZ _v‡K, Zv‡`i g‡a¨ †_‡K †Kv‡bv c‡` GKRb Kg©x‡K eZ©gv‡bi Zzjbvq 
D”PZi gh©v`vmn wb‡qvM †`qv n‡j Zv c‡`vbœwZ bv‡g AwfwnZ nq| GKwU cÖwZôv‡b Kg©x‡`i‡K ỳÕfv‡e 
c‡`vbœwZ †`qv hvq| GKwU‡K ejv nq Djø¤^ c‡`vbœwZ Ges Av‡iKwU‡K ejv nq mgvšÍivj c‡`vbœwZ| Dj¤^ 
c‡`vbœwZ c×wZ Abyhvqx GKRb Kg©x‡K Zvi wb‡Ri wefv‡Mi †fZ‡iB GKavc D”P c‡` wb‡qvM †`qv nq| 
mgvšÍivj c‡`vbœwZi †ÿ‡Î GKRb Kg©x‡K Zvi wbR wefvM †_‡K Ab¨ GKwU wefv‡M, eZ©gvb c` †_‡K D”PZi 
c‡` e`wj Kiv nq| KviI KviI g‡Z †R¨ôZ¡ I †hvM¨Zv Dfq wfwË‡ZB c‡`vbœwZ nIqv DwPZ| c`vebwZ 
n‡jv c‡`vbœwZi wecixZ Ae¯’v| hLb GKRb Kg©x‡K Zvi eZ©gvb c` †_‡K mwi‡q GK avc wb¤œ¯Í‡ii c‡` 
Avmxb Kiv nq, Zv c`vebwZ bv‡g cwiwPZ| Aciw`‡K, GKRb Kg©x‡K Zvi PvKwi †_‡K ev` †`qv n‡j Zv 
eiLv¯Í ev c`Pz¨wZ bv‡g cwiwPZ| Z‡e c`Z¨vM welqwU wfbœ| †Kvb Kg©x PvKwi †Q‡o w`‡j Zv c`Z¨vM ev B Í̄dv 
bv‡g cwiwPZ| c`Z¨vMI GK cÖKv‡ii c`Pz¨wZ hv Kg©xi wb‡Ri D‡`¨v‡MB msNwUZ n‡q _v‡K| mvaviYZ 
A_©‰bwZK g›`v ev cÖvwZôvwbK KvVv‡gv‡Z cwieZ©‡bi Kvi‡Y cÖwZôv‡bi Dci Avw_©K Pvc n«vm Kivi j‡ÿ¨ Kg©x 
QvuUvB Kiv nq| GKRb Kg©x wbqgvbyhvqx wbw ©̀ó eq‡mi ci A_ev wbw ©̀ó †gqv‡`i PvKwii mgvwßi ci PvKwi 
†Q‡o P‡j hvq| G cÖwµqv Aemi MÖnb bv‡g cwiwPZ|    
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cv‡VvËi g~j¨vqb  

 
1. gvbe m¤ú` cwiKíb ej‡Z Kx eySvq? gvbe m¤ú` cwiKí‡bi c`‡ÿc¸‡jv Av‡jvPbv Kiæb|  
2. gvbe m¤ú` cwiKí‡bi mv‡_ RwoZ Kvh©vewj Av‡jvPbv Kiæb| 
3. Avcwb wK g‡b K‡ib Kg©x evQvBKiY cÖwZôv‡bi Rb¨ cÖ‡qvRbxq GKwU c`‡ÿc? Kg©x evQvBKi‡Yi 

wewfbœ Drm eY©bvc~e©K Avcbvi e³e¨wU Av‡jvPbv Kiæb|     
4. Kg©x wbe©vPb cÖwµqvi cÖ‡Z¨KwU Dcv`vb AbymiY Kiv wK Avek¨K? Dcv`vb¸‡jv Av‡jvPbv Kiæb|    
5. Kvh©-we‡køl‡Yi gv‡b Kx? Kvh©-we‡køl‡Yi gva¨‡g msM„nxZ Z_¨ Kx Kv‡R e¨envi Kiv nq? 
6. Kvh©-we‡køl‡Yi mv‡_ RwoZ c`‡ÿc¸‡jvi eY©bv w`b| 
7. Kvh©-weeiYx I Kvh©-wbw ©̀óKiY Kx? Kvh©-we‡køl‡Yi wewfbœ c×wZ Av‡jvPbv Kiæb|  
8. c`-g~j¨vqb Kx? Gi e¨envi m¤ú‡K© Avcbvi gvZvgZ w`b|  
9. c`Ñg~j¨vq‡bi ¸iæZ¡c~Y© c×wZ¸‡jvi eY©bv w`b|   
10. Kg©x Iwi‡q‡›Ukb †Kb cÖ‡qvRb? e¨vL¨v Kiæb|  
11. cÖwkÿY Kx? †gŠwjK cÖwkÿ‡Yi cÖwµqvwU Av‡jvPbv Kiæb| 
12. eû we‡klÁ g‡b K‡ib cÖwkÿ‡bi wewfbœ †KŠkj i‡q‡Q| †KŠkj¸‡jv Kx? eY©bv Kiæb| 
13. Kg©-ewnf©~Z cÖwkÿY Kx? Gi cÖ‡qvRbxqZv Av‡Q wK? Avcbvi hyw³i c‡ÿ e¨vL¨v w`b| 
14. Kg©m¤úv`b g~j¨vqb †Kb cÖ‡qvRb? aviYvwUi e¨vL¨v w`b| 
15. Kg©m¤úv`b g~j¨vq‡bi c`‡ÿc¸‡jv Kx? Av‡jvPbv Kiæb| 
16. Kg©m¤úv`b g~j¨vq‡bi cÖPwjZ c×wZ¸‡jv m¤ú‡K© Av‡jvPbv Kiæb| 
17. e¨e ’̄vcK‡`i g~j¨vqb †Kb cÖ‡qvRb?  
18. c‡`vbœwZ I c‡`vbœwZi cÖKvi‡f`¸‡jv Av‡jvPbv Kiæb| c‡`vbœwZi wfwË¸‡jv Kx? 
19. c`vebwZ Ges c`Pz¨wZ wK GKB welq? KLb c`vebwZ nq Ges KLb c`Py¨Z Kiv nq? Av‡jvPbv 

Kiæb| 
20. c`Z¨vM, Kg©x-QvuUvB I Aemi MÖn‡Yi g‡a¨ cv_©K¨ eY©bv Kiæb| 

 
 




