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Resource

 A resource is any factor that's necessary to
accomplish a goal or carry out an activity of an
organisation.

 In short, they are the components that an
organisation/ a business needs in order to do
business.

 Resources often include employees, working space,
equipment, or capital.
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Types of Resources

 The 3 types of resources in management-

 People (Work/Human Resources)

 Capital (Cost Resources)

 Material Goods (Material resources)

Human Resource

 Human resources is the set of people who make up
the workforce of an organization, business sector,
industry, or economy.

 Another concept is human capital, the knowledge
and skills which the individuals command.

 Similar terms include manpower, labor, personnel,
associates or simply: people.
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Human Resource Management (HRM)

 Human resource management (HRM) is the practice
of recruiting, hiring, deploying and managing an
organization's employees.

 Human resource management (HRM) is the effective
and efficient management of people in a company
or organization such that they help their
organizations/businesses gain a competitive
advantage.
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HRM processes
Ref: Management study guide

The following are the various HRM processes:

 01. Human resource planning (Recruitment, 
Selecting, Hiring, Training, Induction, Orientation, 
Evaluation, Promotion and Layoff).

 02. Employee remuneration and Benefits 
Administration.

 03. Performance Management.

 04. Employee Relations.

01. Steps of Planning Human 
Resource

 Analysis of Organizational Plans and Objectives

 Preparing a Human Resources Inventory

 Assessing Future Supply and Demand

 Matching Supply and Demand

 Establishing an Action Plan

 Monitor, Control and Feedback
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02. Employee Remuneration and 
Benefits Administration

 The process involves deciding upon
-salaries and wages,
-Incentives,
-Fringe Benefits (একɪ অিতিরɳ ӟিবধা যা একজন কম ȟচারীর 
আিথ ȟক ǯবতন বা ǯবতেনর পিরӆরক, ǯযমন, একɪ ǯকা˫ািনর গািড,় 
Εিɳগত ·া̝ɇেসবা ইতɇািদ।) and
-Perquisites (Allowances- িনয়িমত έবতেনর অিতিরЅ 
ϕাপҝ ভাতা) etc.

 Money is the prime motivator in any job and therefore
the importance of this process. Performing employees
seek raises, better salaries and bonuses.

03. Performance 
Management/Evaluation/Appraisal

 It is meant to help the organization train, motivate 
and reward workers. 

 It is also meant to ensure that the organizational 
goals are met with efficiency. 

 The process not only includes the employees but can 
also be for a department, product, service or 
customer process; all towards enhancing or adding 
value to them.
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04. Employee Relations

 Employee relations include
-Labor Law and Relations,
-Working Environment,
-Employee heath and safety,
-Employer-Employee conflict management,
-Employee-Employee Conflict Management,
-Quality of Work Life,
-Workers Compensation,
-Employee Wellness and assistance programs,
-Counseling for occupational stress.

 All these are critical to employee retention apart from the
money which is only a hygiene factor.

Modern Office Management & HRM

 Modern office management is a crucial element in
managing activities like financial planning,
maintenance of employee and organisation
records.

 The office management functions are concerned
with:

-designing work

-implementing the work processes

-Performance evaluation
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Designing work plan/work process

 Work Plan- an actionable plan containing all the 
organisation deliverables and milestones to achieve 
including a breakdown of 

-who will do 

-what will do and 

- when will do

 Distribution of work as per requirements and 
eligibility

Implementing the work processes

 Doing the work

 Getting the work done

According to Work plan/process
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APA and HRM

 Work distribution/Charter of duties

 Determination of responsibility

 Monitoring & Evaluation

Performance Appraisal & HRM

 Evaluating the performance

 Providing incentives, Remuneration, Promotion, 
Posting etc

 Initiatives for Training and skill enhancement
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Performance appraisal Procedure

APAR

 Annual performance appraisal report

 Proposed appraisal system: according to APA

 More Performance based approach

 More objective focused approach

 Less or no focus on “abstract attributes”
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