
HRM     Employee Relations 

Why is the Employer-Organization Relationship So Important? 

Companies can purchase the best computers on the market, innovative software solutions 

systems, and the best materials for producing high-quality goods. You might know what you are 

getting when you buy material objects, but no one truly knows what they are getting when they 

hire an employee to do a certain job. 

Since employees spend most of their waking hours in the office each day and most of their days 

in the week at their desks, it’s crucial that they develop some sort of relationship with 

colleagues, management, and executives. If no time is spent trying to build a rapport, there’s no 

healthy relationship established and there is bound to be a decrease in performance and 

productivity. Happy and engaged employees produce the best work. 

Purpose of Employee Relations 

Employee relations is an area within the human resources field. The purpose of employee 

relations is to strengthen the employer-employee relationship through identifying and resolving 

workplace issues, measuring employee satisfaction and morale, and providing support and 

input to the company's performance management system. Employee relations is important 

because human resources strategy and organizational success depend heavily on the 

productivity and engagement of a company's work force. 

Employee Relations Specialist Duties 

Fully staffed human resources departments generally have an employee relations specialist. 

However, an HR generalist can perform the same duties provided the generalist's level of 

expertise includes significant work in all human resources disciplines. A seasoned employee 

relations specialist has expertise in compensation and benefits, workplace safety, recruitment 

and selection, and training and development. Given the broad exposure to HR topics, some 

human resources managers start their careers in employee relations 

Workplace Issues 

Workplace issues range from employee complaints about working conditions to allegations of 

discriminatory employment practices. The employee relations area of HR must be capable of 

handling all types of workplace concerns. Investigating, resolving and mediating employee 

complaints are functions of the employee relations discipline. In companies where employees 

are represented by a labor union, the employee relations or labor relations specialist is 

responsible for handling labor management issues, collective bargaining agreement 

interpretations and employee grievances. 

 



Employee Satisfaction 

Measuring employee satisfaction is another important function of employee relations. 

Employee satisfaction, morale and engagement are intangible references to how well 

employees enjoy working for the company. It’s the responsibility of the employee relations area 

to determine if employee morale is high or low, and if it's low, why. Conducting employee 

opinion surveys is a common method that employers use to measure the workplace climate. 

Administering the survey and analyzing survey results are within the purview of employee 

relations. Employee relations specialists understand the types of questions necessary to elicit 

information about employee satisfaction. They also know how to design action plans that bring 

about results and changes in working conditions. 

Performance Management 

Employee performance has a significant impact on the employer-employee relationship. 

Therefore, employee relations plays an integral role in developing and implementing 

performance management systems. This includes constructing a performance appraisal 

program that meets the needs of the work force, as well as training supervisors and managers 

in how to provide constructive feedback to employees. The employee relations area is usually 

responsible for monitoring performance issues and ensuring that supervisors, managers and 

employees understand the purpose of performance management in the overall scheme of the 

organization. 

Improving Employee Relations 

Employee relations must be strengthened in an organization. To do so, following points must be 

taken care of:- 

-Employee has expectation of fair and just treatment by the management. Thus, management 

must treat all employees as individuals and must treat them in a fair manner. Employee 

favoritism should be avoided. 

-Do not make the employees’ job monotonous (dull). Keep it interesting. Make it more 

challenging. This can be done by assigning employees greater responsibilities or indulging them 

in training programmes. 

-Maintain a continuous interaction with the employees. Keep them updated about company’s 

policies, procedures and decisions. Keep the employees well-informed. Informed employees 

will make sound decisions and will remain motivated and productive. Also, they will feel as a 

member of organizational family in this manner. 

-Employees must be rewarded and appreciated for a well-done job or for achieving/over-

meeting their targets. This will boost them and they will work together as a team. 



-Encourage employee feedback. This feedback will make the employers aware of the concerns 

of employees, and their views about “you” as an employer. 

-Give the employees competitive salary. They should be fairly paid for their talents, skills and 

competencies. 

-Be friendly but not over-friendly with the employees. Build a good rapport with the employee. 

The employee should feel comfortable with the manager/supervisor rather than feeling scared. 

While making the organization’s policies, the human resource department must fix a common 

time for lunch for all the employees. Assign half an hour for the same and make sure that no 

one during the lunch time is seen working at their workstations. Everyone should come 

together at the office canteen and take lunch together. When people sit together, half of their 

problems disappear on their own. Employees share their sorrows, displeasures and various 

other problems with their colleagues and this way come closer to each other. People develop 

better bonding this way. 

When a new employee joins an organization, make sure he receives a warm welcome by all. The 

induction program should be conducted at the auditorium or the conference room so that 

everyone can be invited. Ask the new joinee to introduce himself well. Let others know that a new 

member has stepped into their family to help them in their assignments. 

The HR along with the line managers must communicate the key responsibility areas clearly to 

the employees to extract the best out of them and avoid dissatisfactions later. 

In short, human resource professionals are like parents of the employees and they are 

responsible for taking care of each and every need of the employees and even the senior level 

managers. The enactment of the integrity of the company and the fulfillment of the goals of the 

company lies in the hands of the HRM. 



What Is Human Resource Development (HRD)? 

What is Human Resource Development? 

Human Resource Development (HRD) is the framework for helping employees develops their 

personal and organizational skills, knowledge, and abilities. 

Human Resource Development provides opportunities as employee training, employee career 

development, performance management and development, coaching, mentoring, sequence 

planning, key employee identification, tuition assistance, and organization development. The 

activities that fall under this scope are usually part of the Human Resources Office or Department. 

HRD has been defined by various scholars in various ways. Two of the important definitions of HRD 

are as follows: 

According to Leonard Nadler, "Human resource development is a series of organized activities, 

conducted within a specialized time and designed to produce behavioral changes." 

According to M.M. Khan, "Human resource development is the across of increasing knowledge, 

capabilities and positive work attitudes of all people working at all levels in a business undertaking." 

1. Features of Human Resource Development 

2. Human Resource Development has salient features:- 

3. It promotes team work. 

4. It helps in achieving competencies at organizational level. 

5. It is continuous and dynamic process. 

6. It emphasizes on development of human resource so that the organizational goals can be 

achieved. 

7. It is a combination of systems and sub systems and all these are interred linked with each 

other. 

8. It gives importance to employee welfare. 

Benefits of Human Resource Development 

Human Resource Development is considered as the key to success as it emphasizes on building a link 

between the employees and to the management so that human resource can be aligned towards the 

organization. If an organization has good human resource development schemes then the 

organization is benefitted to the utmost level. Here we share some of the benefits through which the 

organizations are benefited. 

- It emphasizes on all around development of the employees by developing skills, attitude and 

knowledge about the organization. This helps in making the employees more competent. 

 

- HRD emphasizes on performance appraisal system through which the performance of the 

employees can be judged time to time. This makes the employees more committed towards 

their work and motivates others to perform well. 

 



- As HRD acts as a link between the organization and the employees, thus, it creates an 

environment of trust and respect. It helps to make the employees feel that the organization is 

invested in them, along with their growth. This creates a more loyal and productive workforce. 

 

- HRD focuses on team spirit within the organization which helps in creating a positive 

environment within the organization. This ultimately helps in increasing the productivity of the 

organization. 

 

- When proper training is continuously provided, efficient workflow occurs, increasing 

productivity. Customer service is also made better through regular training and by employees 

who are more satisfied. 

 

- HRD program is essential to employee retention. When staff members feel properly trained 

and supported, they are more likely to remain at a company, rather than to seek employment 

elsewhere 

 

- It also helps to collect useful and objective data on employees programs and policies which 

further facilitate better human resource planning.. 

 

Difference between HRD and HRM 

Both are very important concepts of management specifically related with human resources of 

organization. Human resource management and human resource development can be differentiated 

on the following grounds: 

-The human resource management is mainly maintenance oriented whereas human resource 

development is development oriented. 

- Organization structure in case of human resources management is independent whereas human 

resource development creates a structure, which is inter-dependent and inter-related. 

-Human resource management mainly aims to improve the efficiency of the employees whereas aims 

at the development of the employees as well as organization as a whole. 

-Responsibility of human resource development is given to the personnel/human resource 

management department and specifically to personnel manager whereas responsibility of HRD is 

given to all managers at various levels of the organization. 

-HRM motivates the employees by giving them monetary incentives or rewards whereas human 

resource development stresses on motivating people by satisfying higher-order needs. 

 

THE NEED FOR HRD  

HRD is needed by any organization that wants to be dynamic and growth-oriented or to succeed in a 

fast-changing environment. Organizations can become dynamic and grow only through the efforts 



and competencies of their human resources. Personnel policies can keep the morale and motivation 

of employees high, but these efforts are not enough to make the organization dynamic and take it in 

new directions. Employee capabilities must continuously be acquired, sharpened, and used. For this 

purpose, an “enabling” organizational culture is essential. When employees use their initiative, take 

risks, experiment, innovate, and make things happen, the organization may be said to have an 

“enabling” culture.  

Even an organization that has reached its limit of growth needs to adapt to the changing 

environment. No organization is immune to the need for processes that help to acquire and increase 

its capabilities for stability and renewal. 

Hence, the goals of the HRD systems are to develop: 

-The capabilities of each employee as an individual. 

-The capabilities of each individual in relation to his or her present role. 

-The capabilities of each employee in relation to his or her expected future role(s). 

-The dyadic relationship between each employee and his or her supervisor. 

- The team spirit and functioning in every organizational unit (department, group, etc.). 

-Collaboration among different units of the organization. 

- The organization’s overall health and self-renewing capabilities which, in turn, increase the enabling 

capabilities of individuals, dyads, teams, and the entire organization. 

Examples of activities that contribute to professional growth and development: 

Continuing Education 

    Enrollment in formal degree programs, courses, or workshops 

    Pursuing certificates, accreditations or other credentials through educational programs 

 

Participation in professional organizations 

 Attending local, regional, national, and international meetings, conferences and workshops 

 sponsored by professional organizations. 

 Presenting papers at conferences and workshops 

 Serving as an officer, board member, or committee member 

 Coordinating events sponsored by the organization 

 

Research 

    Conducting research 

Presenting findings of research to others 

Improve job performance 

    Keeping up with technology, systems, processes 

    Learning about new developments in your field 



    Improving existing skills 

 

Increased duties and responsibilities 

    Taking on new challenges in current position, projects, long or short-term assignments 

 

Growth of organization: It is associated with the development of its workforce. 

Development of work culture: Improving the efficiency of employees, better communication, 

development of mutual cooperation and creativity of all the members.  

Developing potentialities: HRD manager focuses on enabling people to self-actualize through a 

systematic approach leading to development of their talents. 

Growth of employees: Helps employees to know their strengths and weaknesses and enable them to 

improve their performance. 

Tips for Internal Training 

Management training develops employees’ strengths and their abilities to contribute in the 

organization. A variety of management training is available to organizations—choices are endless. 

The management training can include internally supplied, customized for your company, 

management development sessions. 

Internal management development is also provided through book clubs at work, challenging work 

assignments, and coaching from the manager's boss. Many options in management training are 

identified through the performance development planning process. Options include classes, internal 

work assignments, field trips, and self-study.  Approach management training  with openness and a 

creative mindset. 

The key to the success of the training sessions is that the time together, the discussion, the shared 

training topics, the new information, and the shared reading both educate and build the team. With 

the appropriate facilitator who is tuned in to the language and culture of your organization, these 

sessions provide an effective approach to learning and employee development. 

Consistent feedback from the planned weekly interaction is that the managers or the departments 

are pleased and found the training process invaluable wherein a strong, effective team was built. 



Human	Resource	Management	

Lesson one: To learn vocabulary related Human Resource / HR 

In this lesson we’ll look at business English vocabulary related to human resources HR. 

People who work in HR think of company’s Headcount and how to recruit new 

employees. We will look at ideas such as Job description as well as Compensation and 

Benefits and how they are different form Incentives. 

Human Resource/ HR deals with of the management of a company’s employees. HR 

includes hiring, training, employee development, pay and benefits. 

Human resources is used to describe both the people who work for a company or 

organization and the department responsible for managing resources related to 

employees. 

Example:  “ if you have any question about your benefit or vacation, please talk to our 

office HR manager” 

Human resource management (HRM) is a management function that helps managers 

recruit, select, train, develop and manage an organization's employees. It is a central 

function of any organization. 

HR management can be defined as the effective use of human capital in an organization 

through the management of people-related activities. It involves leadership, values, 

employment planning, recruiting and selecting employees, training and compensating 

them, and evaluating their performance. 

Headcount: the number of people employee in a company or organization is called the 

headcount. In HR we often talk about increasing, reducing or cutting the Headcount. 

Example: “Reducing our headcount by 15 people has allowed us to cut our payroll 

expense by 25%”. 

To recruiter Recruiting is the process of attracting, finding and selecting new 

employees. Recruiters must match qualified people with the right jobs through screening 

and interviews. 

Example: “Rather than hiring experienced employees on high salaries, we prefer to 

recruit and train young college graduates.” 



Job description: It lists the task, responsibilities and qualification of the jobs. 

Example: “You should read the job description carefully before your interview so you 

can match your skills to the position.” 

Compensation: is the money the company pays its employees, in salary, wages or 

bonuses. Many companies have an organized compensation structure that links pay to 

performance and the length of employment. 

Example: “I enjoy my job, but the compensation is not really good enough to live in a 

city like New York.” 

Benefits: compensation given to employees in addition to salary or wages. It may include 

vacation time, insurance plans and pensions plans. 

Example: “Recent changes to our employee benefits package include a new dental plan 

and extended holidays.” 

Incentives: It is different from benefit. Incentives are usually tied to specific 

performance goals such us meeting a sales target. Incentives may include financial 

bonuses, company funded trips or conferences.   

Example: “Sales teams are often offered incentives such as bonuses for meeting or 

exceeding sales targets.” 

------------------------------ 

H/R is concerned with talent management and staff development. This may involve 

performance appraisals as well as learning and development to improve employees’ 

proficiencies. Employees may develop through on-the-job training as well as coaching 

we also cover equal opportunities initiatives and leadership development. 

Talent management: A company’s strategic efforts to attract, hire, develop, manage and 

promote good employees is talent management. 

Example: It’s not enough to recruit good people, you need an effective talent 

management system to retain and develop them. 

Performance Appraisals or reviews: is the evaluation of an employee’s work and abilities. 

Regular performance reviews are often tied to compensation and promotion within a 

company. 



Example: “I was quite nervous before my annul performance review, but my manager 

had mostly positive feedback. 

Learning and development is the field of HR concerned with improving the work and 

performance of employees. Also called training and development, this involves 

educational and training programs. 

Example: “we’ve added language training to our learning and development program to 

support our international employees. 

Proficiencies: Proficiencies are the basic abilities or skills that a person needs to do a job. 

Example: “The job description listed writing skills as one of the key Proficiencies for the 

job of account manager.” 

On-the-job-Training: Training that happens during the regular course of work is On-the-

job-Training. With the On-the-job-Training employees learn by working with tools and 

processes normally used in the job. 

Example: Through six months of on-the-job training, new employees learn how to 

operate every piece of machinery” 

To Coach: companies may coach select employees by giving one-on-one help to 

improve skills or performance. It can provide very personalized training and 

development. 

Example: “I realize Dave isn’t performing well, but maybe you just need to coach him for 

a while so he gains more confidence.” 

Equal Opportunity Initiatives: are programs designed to give equal chances to all 

people regardless of sex, race or physical abilities. 

Example: “As a result of our recent equal opportunity initiatives, over 40% of our senior 

managers are women. 

Leadership Development: Leadership development programs aim to develop key 

leadership skills in select employees. Developing leaders may learn about 

communication, negotiation management, and motivation. 

Example: “I was chosen for my company’s leadership development program and sent to 

Denver for course on conflict resolution.” 

 



Person specifications 

1. Purpose 

2. Selection criteria requirements 

3.Types of selection criteria 

1. Purpose 

The person specification is a description of the qualifications, skills, experience, knowledge and other 

attributes (selection criteria) which a candidate must possess to perform the job duties. The specification 

should be derived from the job description and forms the foundation for the recruitment process. You will 

use the person specification as a basis for your selection decisions at shortlisting, presentation/test and 

interview stages. Interview questions and selection tests should also derive from the person specification and 

be designed to elicit more evidence on candidates against the criteria. The person specification should also 

be used to write your advertisement for the position. 

2. Selection criteria requirements: Selection criteria must be: 

Specific 

Selection criteria should be specific rather than general. This is to ensure that the person specification 

properly reflects job requirements. It also helps ensure that candidates understand the skills/qualifications 

and experience you are looking for. In addition, it helps ensure consistency of selection decisions by 

shortlisting or interview panel members and avoids confusion. 

Example: 

The criteria “good communication skills” is vague and covers a range of possible skills. Try to specify the 

nature and level of communication skills that the job requires (e.g. effective presentation skills, report-

writing skills, the ability to draft complex correspondence, counseling skills, the ability to converse with a 

diverse range of people at all levels). 

Non-Discriminatory 

Selection criteria must be fair, objective and directly relevant to the job requirements. Discriminatory 

language or statements concerning race, ethnicity, colour, nationality, marital status, age, religious belief, 

sexual orientation, transsexuals, disability or age must not be used. Advice can be obtained form your 

designated HR Officer. 

Examples: 

A requirement that an applicant must have English as their ‘mother tongue’ or be a ‘native English speaker’ 

is likely to be considered by an employment tribunal as discriminatory on the basis of nationality or race. 



A statement that “We are looking for candidates who have recently completed their PhD” could deter or 

discriminate against older candidates or female applicants who may have a career break. 

A criteria of “ten years continuous employment in the field of ….” could exclude more female than male 

candidates and be indirectly discriminatory. 

A criteria of British qualifications which excludes equivalent overseas qualifications, could be 

discriminatory against on the grounds of national origin. 

3. Types of criteria 

You may find it helpful to list your criteria under the following headings as appropriate to your vacancy. 

Qualifications 

If the post holder requires a specific qualification to carry out the functions of the role, this should be stated 

in the criteria. Academic person specifications should state the level of the qualification (i.e. PhD) and the 

relevant discipline. Some posts may require professional qualifications – management accountants for 

example. Avoid setting qualification levels higher than required by the nature of the post, as this could be 

discriminatory. Consider if relevant experience could be a substitute for a qualification – for example, could 

an applicant carryout a management role with a substantial amount of experience but no MBA? 

Experience 

When defining criteria which relate to a candidate’s experience, remember that experience can be gained 

through voluntary activities and study as well as work experience. 

You will need to specify the type and level of the experience. For example, for the role of Senior 

Management Accountant, the post holder may need considerable post-qualification professional experience. 

However, for the vacancy of Accounts Assistant, the post-holder may be able to carry out the duties with 

just prior office experience. 

Setting an exact length of experience required to carry out a role can be problematic. Firstly, the exact length 

of service can be difficult to determine and justify; why does a post need five rather than three years’ 

experience? Secondly, quality of experience is more important than quantity – candidates may have ten 

years of poor or limited experience. 

Instead, think about what exact experience or competencies the candidate requires. For example, rather than 

‘ten years staff management experience’, it would be preferable to state the criteria as “considerable 

experience of managing staff including monitoring work performance, experience of conducting staff 

reviews/appraisals, experience of interviewing and recruiting staff, and experience of carrying out formal 

performance procedures”. 

 



Skills 

State any skills required by the post-holder to carry out the role such as computer skills, interpersonal skills, 

report-writing skills, presentation skills. 

Knowledge 

Specify any knowledge the candidate is required to bring to the role such as knowledge of a specific 

academic area, or professional knowledge such as health and safety legislation. 

Be cautious about insisting on knowledge of a particular type of computer software as disabled candidates 

may use adapted technology with their own software. The Disability Rights Commission advise that such 

software often carries out the same function as more commonly known software packages and so rejecting a 

disabled person for lack of a knowledge of a specific software could be discriminatory. If specifying specific 

software packages, such as Microsoft Word or Excel, make it clear that equivalent packages will be 

acceptable. 

Key things to consider for a person specification 

The person specification is an important part of the recruiter’s toolbox. This allows you to communicate the 

traits you find desirable in their ideal candidates: such as education, previous work experience and any extra 

traits that are needed in the role. 

The five purposes of a person specification are: 

  1.  It makes the interviewing process more refined and streamlined from the start 

   2. Job seekers are able to assess themselves before applying and understand how they will fit in with the 

role and your business. This allows them to match themselves according to suitability and not just skills. 

   3. It clarifies the two types of personal qualifications important to the employer, essential and desirable. 

This enables the employer to be explicit in what they want and how the candidate matches this criteria. 

    4. It helps to communicate equal opportunities policies within the recruitment culture of a business. The 

law is very clear about discrimination. A person specification ensures you are assessing a candidate on their 

abilities related to the role. 

    5. It means you test all of your candidates against the same list of priorities set out in advance. This helps 

remove bias, prejudice and personal interest, all of which can be problematic for recruiting successfully. 

What to include in a person-specification 

Below are just a few examples of the types of information about candidates. It’s important to know what is 

and isn’t appropriate for the vacancy you’re looking to fill. For example, some roles have a legal 

requirement for the candidate to have a set level of training and qualifications. For specialist advice to your 



industry, get in contact with one of our consultants here. It can be a sensitive document if approached 

incorrectly, so it’s better to be safe than sorry. 

1. Attainments - e.g. qualifications, experience, positions held 

2. Soft skills - e.g. relationship building, public speaking, time management 

3. Job-specific capabilities - e.g. use of different software or programmes, or team management 

4. Personality traits - e.g. proactive, patient, motivated, attention to detail 

5.  Physical attributes - e.g. height, eyesight (note - these must be a justified requisite to complete 

the tasks within a role, not a preference) 

What is Selection? 

Selection is the process of picking or choosing the right candidate, who is most suitable for a vacant 

job position in an organization. In others words, selection can also be explained as the process of 

interviewing the candidates and evaluating their qualities, which are required for a specific job and 

then choosing the suitable candidate for the position. 

The selection of a right applicant for a vacant position will be an asset to the organization, which will 

be helping the organization in reaching its objectives. 

 

Different authors define Selection in different ways. Here is a list of some of the definitions − 

• Employee selection is a process of putting a right applicant on a right job. 

• Selection of an employee is a process of choosing the applicants, who have the qualifications 

to fill the vacant job in an organization. 

• Selection is a process of identifying and hiring the applicants for filling the vacancies in an 

organization. 

• Employee selection is a process of matching organization’s requirements with the skills and the 

qualifications of individuals. 

A good selection process will ensure that the organization gets the right set of employees with the right 

attitude. 



Difference between Recruitment and Selection 

The major differences between Recruitment and Selection are as follows – 

Recruitment Selection 

Recruitment is defined as the process of 

identifying and making the potential 

candidates to apply for the jobs. 

 

Selection is defined as the process of choosing the 

right candidates for the vacant positions. 

 

Recruitment is called as a positive process 

with its approach of attracting as many 

candidates as possible for the vacant jobs 

 

Selection is called as a negative process with its 

elimination or rejection of as many candidates as 

possible for identifying the right candidate for the 

position. 

Both recruitment and selection work hand in hand and both play a vital role in the overall growth of an 

organization. 

Importance of Selection 

Selection is an important process because hiring good resources can help increase the overall 

performance of the organization. In contrast, if there is bad hire with a bad selection process, then the 

work will be affected and the cost incurred for replacing that bad resource will be high. 

The purpose of selection is to choose the most suitable candidate, who can meet the requirements of 

the jobs in an organization, who will be a successful applicant. For meeting the goals of the 

organization, it is important to evaluate various attributes of each candidate such as their 

qualifications, skills, experiences, overall attitude, etc. In this process, the most suitable candidate is 

picked after the elimination of the candidates, who are not suitable for the vacant job. 

The organization has to follow a proper selection process or procedure, as a huge amount of money is 

spent for hiring a right candidate for a position. If a selection is wrong, then the cost incurred in 

induction and training the wrong candidate will be a huge loss to the employer in terms of money, 

effort, and also time. Hence, selection is very important and the process should be perfect for the 

betterment of the organization. 

Advantages of Selection 

A good selection process offers the following advantages− 

• It is cost-effective and reduces a lot of time and effort. 

• It helps avoid any biasing while recruiting the right candidate. 

• It helps eliminate the candidates who are lacking in knowledge, ability, and proficiency. 

• It provides a guideline to evaluate the candidates further through strict verification and 

reference-checking. 



• It helps in comparing the different candidates in terms of their capabilities, knowledge, skills, 

experience, work attitude, etc. 

A good selection process helps in selecting the best candidate for the requirement of a vacant position 

in an organization. 

Selection Process and Steps 

As we have discussed that Selection is very important for any organization for minimizing the losses 

and maximizing the profits. Hence the selection procedure should be perfect. A good selection process 

should comprise the following steps − 

 

• Employment Interview − Employment interview is a process in which one-on-one session in 

conducted with the applicant to know a candidate better. It helps the interviewer to discover the 

inner qualities of the applicant and helps in taking a right decision. 

• Checking References − Reference checking is a process of verifying the applicant’s 

qualifications and experiences with the references provided by him. These reference checks 

help the interviewer understand the conduct, the attitude, and the behavior of the candidate as 

an individual and also as a professional. 

• Medical Examination − Medical examination is a process, in which the physical and the 

mental fitness of the applicants are checked to ensure that the candidates are capable of 

performing a job or not. This examination helps the organization in choosing the right 

candidates who are physically and mentally fit. 

• Final Selection − The final selection is the final process which proves that the applicant has 

qualified in all the rounds of the selection process and will be issued an appointment letter. 

A selection process with the above steps will help any organization in choosing and selecting the right 

candidates for the right job. 

 


