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MANAGEMENT CONCEPTS JS-20 

(b) The Contingency Approach School of Management 
_ The major contributors to this school of thought are Joan Woodward, Fiedler, Lorsch and Lawrence. 
- Theorists of the process school, quantitative, behavioural and systems schools often assume that their concepts and techniques have universal applicability, which is not so. These concepts may work in some situations and not in others. 
- The Contingency Approach to management is based upon the fact that there is no one best way to handle any of the management problems. The applications of management principles and practices should be contingent upon the existing circumstances. Process, behavioural, quantita­tive and systems tools of management should be applied situationally. 

There are three major parts of the overall conceptual framework for contingency management: 
(i) Environment 
(ii) Management concepts, principles and techniques. 
(iii) Contingent relationship between (i) & (ii) above. 
The environmental variables are independent. 
Management variables (process, quantitative, behavioural and systems tools) are <Upffldml. 
Every manager has to apply the various schools of thought (approaches) to management according to the demands of the situation. 
It is the basic function of managers to analyse and understand the environmmlS in which they function, before adopting any techniques, processes and practices. The choice of approaches and also their effectiveness is contingent on the behaviour and dynamics of situational variables. There is no universally valid one best way of doing things. 
Contingency thinking helps managers in several ways in performing their functions of planning, organising, direction and control. It widens their horizons beyound the theory of management, its concepts, principles, techniques and methods. It leads them to be sensitive, alen and adaptive to situation-behavioural variables, while tailoring their approaches and styles. 
Contingency thinking enlarges the area of freedom of operation of managers. They are not handicapped by having to apply the same approach to diverse situations. They can even think of a blend of known approaches as demanded by the existing situations. 
The contingency approach seems to hold a great deal of promise for the future development of management theory and practice. 

15.22. PRINCIPLES OF MANAGEMENT 
- 'Principles of Management' implies a list of current management practices. 

Though F. W. Taylor developed principles of management, credit goes to Henri Fayol, a French management theorist for advocating and publicizing certain principles (or laws) for the sound­ness and good working of the management. 
Henri Fayol warned that the principles of management should be, 
(i) Flexible and not absolute-must be usable regardless 'or changing conditions, 

(ii) Used with intelligence and with a sense of proportion, etc. 
- Henri Fayol listed 14 principles, 1that grew out of his experience; they are briefed as under. 

1. Division of Work (or Labour) 
Division of work means dividing the work on the principle that different workers ( and different places) are best fitted for different jobs (or things) depending upon influences arising from geography, natural conditions, personal aptitude and skills. 
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15-21 INDUSTRIAL ENGINEERING AND MANAGEMENT 

Division of work leads to specialization. 

Concept of division of labour can be applied to all kinds of work, managerial as well as technical. 

Advantages of Division of labour. Since the same worker does the same work repeatedly. 

(i) he gains proficiency and skill on the jobs, 

(ii) rate of production increases, 

(iii) product quality improves, 

(iv) he is in a position to suggest changes in products, processing or methods of doing that work. 

Disadvantages of Division of Labour 

(i) Division of labour gives rise to loss of craftsmanship; workers become machine-minders and no 

more. 

(ii) With the passage of time, the same job becomes dull and monotonous. 

(iii) Workers do not remain all-round and one cannot work in place of another if he is absent. 

2. Authority and Respomibility 

- Authority and responsibility should go together, hand-in-hand and must be related. 

An executive can do justice with his responsibility only when he has the proper authority. 

Responsibility without Authority or vice versa is meaningless. 

[For details refer Chapter 3). 

3. Discipline· 

Discipline is absolutely necessary for efficient functioning of all enterprises. 

Discipline maybe described as-respect for agreements that are directed at achieving obedience, 

application, and the outward marks of respect. 

[For details refer Chapter 20). 

4. Unity of Command 

Unity of command means, employees should receive orders and instructions from one boss ( or 

supervisor) only. In other words a worker should not be under the control of more than one 

supervisors. 

Unity of command avoids confusion, mistakes and delays in getting the work done. 

5. Unity of Direction 
It is a broader concept than the unity of command. 

Unlike unity of command which concerns itself with the personnel, unity of direction deals with 

the functioning of the body corporate. 

Unity of direction implies that thereshoµld be one plan and one head for each group of activities 

having the same objective. 

In other words, there should be one common plan for an enterprise as a whole. 

6. Subordination of Individual to General Interest 

The interests of an individual person should not be permitted to supersede or prevail upon the 

general interests of the enterprise. 

This is necessary to maintain unity and to avoid friction among the employees. 

7. Remuneration 
Remuneration is the price paid to the employees fo'r the services rendered by them for the 

enterprise. 
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Remuneration should 
(i) be fair, and 
(ii) bring maximum satisfaction to both employees and the employer. 

8. Centr:amation or Authority 
Centralisation of authority means that the authority is in the hands of center, i.e., the authority 
is not dispersed among different sections. 

- In a business organisation, authority should be centralised only to that degree or extent which 
is essential for the best overall performance. 
The degree of centralization is decided by keeping in view the nature, size and complexity of the 
(business) enterprise. 

9. Scalar Chain 
Managers may be regarded as a chain of superiors. There should be an unbroken line of authority 
and command through all levels from the highest (i.e., general manager) to the lowest ranks 
(employee). 
The chain of superiors should be short-circuited, when following it strictly will be detrimental to 
performance. 

10. Order 

This promotes the idea that everything (e.g., materials) and everyone (human being) has his place 
in the organisation. 

Materials and human beings should be arranged such that right material (thing)/person is in the 
right place. 

11. F.quity of Treatment 
Manager should have fairness in treatment for all his subordinates. 

- Manager should deal with his subordinates with kindness and justice. 

- This will make employees more loyal and devoted towards the management/enterprise. 

12 Stability 
Stable and secure work force is an asset to the enterprise, because unnecessary labour turnover is 

costly. 
An average employee who stays with the concern is much better than outstanding employees who 
merely come and go. 
Instability is the result of bad management. 

13. Initiative 
Initiative is one of the keenest satisfactions for an intelligent employee. 

Managers should sacrifice their personal vanity in order to permit their subordinates to e.'<ercise 
their own initiative. 

A manager should encourage his subordinates to take initiative. 

14. Esprit de C.Orps 
This principle of management emphasizes the need for teamwork (harmony, and proper 
understanding) among the employees and shows the importance of communications in obtain­
ing such team-work. 

15.13. PRINCIPLE OF EXCEPTION 
- The distinguishing features of this approach are frequent measurement and evaluation of actual 

progress and comparison with the appropriate target figures. 
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MANAGEMENT CONCEPTS 

(7) An effective manager of teams 

(8) A good project trainer 

(9) Perceptive (able to spot potential problems early) 
(10) Questioning 

( 11) Active and mobile 

(12) A good motivator of people. 

- For details of project organisation refer chapter 3. 

Cost Estimating and Budgeting 

15-36 

Once the scope of a project has been defined clearly in a sales specification, it is necessary to 
estimate the likely costs of fulfilling all the work. Cost estimates form the basis of subsequent budgets for 
management control. They also provide a foundation for pricing. 

Planning and scheduling 
- Every project must be controlled from a plan of working. 
- Ideally the promised project delivery or completion date will have resulted from careful planning. 

- Large projects must be broken down in smaller packages or groups of tasks for the purpose of 
planning and control. This procedure should result in the identification of sub-projects that can 
be delegated to the responsibility of managers with relevant experience. 

- The next stage in project planning is to assemble all the tas.ks in a practical working sequence. 
This is possible for small projects using a Bar chan ( chapter 7) or with a Critical Path Network 
diagram ( chapter 10). The critical path method provides an excellent notation for the purpose. 

- The addition of estimates for the duration of each task enables the planner to add up all the 
expected durations in the work sequence to arrive at a planned project completion date. 

- A plan of action is not complete until the use of resources has been taken into account. This is 
the process of resource scheduling. Critical Path Analysis ( refer chapter 10) is a most powerful tool 
in this respect, because it allows a degree of criticality (float) to be assigned to each activity. 

C.ontrolling progr~ and Costs 
- From time to time it is necessary to gauge Progress in terms of the value (cost) of work achieved. 

- The contractor is required to submit regular report of progress to his client. 
- Regular meetings may take place to review progress. The purpose of such meet is to short-circuit 

the usual communication routes in an organization and get key people together so that progr~ 
data can be reviewed, disputes debated, and agreements reached on the spot. 

- An essential in Cost control is to start with an approved budget, related item by item to each job 
or purchase, and with the timing of expenditure calculated to agree with the project work 
schedules. 

When a project proceeds as per schedule, the costs will tend to take care of themselves. But if a project 
runs late, total costs will also overrun and there may also be expensive contractual penalties. Time is 
money! 

15.33. MANAGEMENT INFORMATION SYSTEMS (MIS) 

Definition 
- Management information system may be defined as a formal method of making available to 

management the accurate and timely in(ormation necessary to facilitate the decision-making 
process and enable the organisation's planning, control, and operational functions to be carried 
out effectively. 
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- The system provides information on the past, present and projected future and on related events 
inside and outside the organisation. 

- The purpose of MIS is to aid decision making and not to automate the decision making process 
itself. Secondly MIS should focus only on those decisions whose benefit/cost ratio is attractive. 

The Evolution of MIS 

Organisations have always had some kind of management information system, even if it was not 

recognised as such. In the past, these systems were of a highly informal nature in their setup and 
utilization. 

- Not until the advent of Computers, with their ability to process and condense large quantitie., of 

data, did the design of MIS become a formal process and field of study. 

- When computers were first introduced into organisations, they were used mainly to process data 

for a few organisational functions-usually accounting and billing. As the speed and ease of 
processing data grew, other data processing and information management tasks were computer­
ized. 

- The growth of EDP departments spurred managers to plan their organization information 
systems more rationally. These efforts led to the emergence of the concept of computer-based in­

formation syste~s (CBIS), which became better known as computer based MIS-or simply MIS. 

- Recent advances in computers have made it possible for EDP/MIS experts, and then for 
managers, to gain on-line or real-time access to the data bases in CBISs. 

- ~e near future will witness the widespread use of expert systems using anificial intelligence to 
diagnose problems, recommend strategies to avert or solve these problems, offer a rationale for 
these recommendations, and learn from each experience. In effect, the expert system acts like a 
human expert in analyzing unstructured situations. 

Objectiv~ of MIS 

1. To provide the desired information available in the right form at the right time. 

2. To supply the desired information at a reasonable cost. 

3. To keep the information up to date. 

4. To store important and confidential information properly. 

Management Information categori~ 
- Information applies to facts that are gathered in any way, as by reading, observation, hearsay etc. 

- Management information can be conveniently categorized into three main areas :-

1. Strategic planning information 

2. Management control information 

3. Operational information 

(1) Strategic planning information relates to the top management tasks of deciding on objectives of 
the organization, on the levels and the kinds of resources required to attain the objectives and on the 
policies that govern the acquisition, use and disposition of resources. 

Strategic planning depends heavily upon information external to a specific organii.ation. When this 
is combined with internal data, management can make estimates of expected results. The specifics of this 
information are often unique and tailor-made to particular strategic problems. 

(2) Management Control information sheds light on goal ~ongruence; it keeps managers to take 
those actions which are in the best interests of the organization; it enables managers to see that resources 
are being used efficiently and effectively in meeting the organizational goals. 

-
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- Robert Anthony pinpoints three types of information needed for management control: 
Costs by responsibility centers, 
Direct program costs and 
Full program costs (including allocations for indirc~t costs) 

- Management control information is often interdepartmental. 

15-38 

(3) Operational information pertains to the day-to-day activities of the organization and helps assure 
that specific tasks are performed effectively and efficiently. 

It also includes the production of routine and necessary information, such as financial accounting, 
payrolls, personnel rosters, equipment inventories and logistics. Operational information can be well 
defined and easily reduced to a routine of a series of instructions, whereas strategic information is difficult 
to define; control information falls in between. 

Designing Information Syste~ 
- Much of the literature on design emphasizes the development ot mechanized systems. Electronic 

computers have fostered the design of sophisticated systems ofinformation flow. But the analysis 
involved is applicabie to information systems of all kinds-computerized or not. 

- A hazard in designing information systems is that of attempting to develop as much data as 
possible for use in the system. Voluminous data of many types might be collected and stored in 
case they are needed at some point in time. It is easy to see that massive amounts of useless data 
might result. 

- The best approach is oriented to decision making. It minimizes the development of useless 
information because only data likely to be meaningful at various points are collected. The object 
is development of better information systems for management. 

- Three stages in a continuous process of design and implementation for computerized informa-
tion systems can be described as follows :- ' 

Stage-] Systems specification ... includes the design of all of the aspects of a management informa­
tion system that are· important to the users. It includes principally the basic decisions as 
to what information should be provided by the system. 

Stage-2 Data Processing Implementation ... is concerned with those things that are important to the 
processing of the data. The purpose in this stage is to design a data processing system that 
will most efficiently implement the systems specified in stage-1. 

Stage-3 Programming ... starts with the systems flow charts and ends when the program is running 
on the computer. 

Applications of MIS 
To name a few :-
1. Reservation systems being operated in Airlines. 
2. In health maintenance and diagnosis centres. 
3. Forecasting. 
4. Inventory Management. 
5. Scheduling problems. 
6. In Banking. 

7. In Judicial system for court scheduling etc. 

J 

SBTET TG



3 

Organisation 

3.1. CONCEPT OF ORGANISATION 

Almost any business manager will affirm that sound organization is highly important to business 

success. 

Many will characterize organisation as the foundation upon which the whole structure of 

management is built. 

Organisation is a mechanism or structure that enables living things to work effectively together. 

Organisation may be defined as the process of (i) identifying and grouping the work to be 

performed, (ii) defining and delegating responsibility and authority and (iii) establishing relationships 

for the purpose of enabling people to work most effectively together in accomplishing objectives. 

Organisation is the pattern of ways in which a large number of people engaged in a complexity 

of tasks, relate themselves to each other in systematic establishment and-accomplishment of 

mutually agreed purposes. 

Organisation : 
(z) establishes the pattern of relationship by giving duties and responsibility to an individual or 

group; 

(ii) demarcates the authority, responsibility and duties of each individual or group; 

(ill) provides adequate communication; and 

(iv) coordinates or integrates and controls the activities of individuals or groups to achieve common 

objectives or objectives of the business enterprise. 

For more details refer article 15.3. 

32 IMPORTANCEOFORGANISATION 

Sound organization can contribute greatly to the continuity and success of the enterprise. 

The importance of organization can be judged from the following words of A. Camagie, an 

American Industrialist: 

"Take away our factories, take away our trade, our avenues of transportation and our money. 

Leave nothing but our organisation, and in four years we shall have re-established ourselves". 

Facilitates Administration: A properly designed and balanced organisation facilitates both man­

agement and operation of the enterprise; inadequate organisation may not only dlscourage but 

actually preclude effective administration. 

Facilitates growth and diversification : Sound organisation permits organi:zational elaboration. 

Th~ ?rganization structure can profoundly affect the people of the enterprise. Proper organisation 

faci/uates the effective use of the manpower. 
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- Stimulates creativity : Sound organisation Sli~u~~es 1~~eii~:::~i t~~::,~hpi~king and inhfa. 
tive by providing well defined areas of work wit roa a ent of new and 
improved ways of doing things. 

- Optimum use of resources : Sound organisation structure permits opti~um ~e of technical and 
human resources. The organization can introduce latest_ technological improvements e.g. 
computers, computerized machines etc. .It can a!s0 mak~ ~ptrmum use of human efforts throug1i 
specialisation, by placing right persons m the right posruons etc. 

A sound organization leads to specialization. 

- A sound organization minimizes corruption and inefficiences. 

- A sound organization does not generate confusion. There is less wastage and expenditure. 

A sound organization facilitates the training and managerial development of personnel 

3.3. CHARACTERISTICS OF ORGANIZATION 
The characteristics or essential features of an organisation are: 

(a) Organisation is a group of people, small or large. 

(b) The group works under an executive leadership. 

(c) Organisation is a tool of management. 

(d) It leads to division of work and responsibilities. 

(e) It defines and fixes the duties and responsibilities of employees. 

(f) It establishes a relationship between authority and responsibility and controls the efforts of the 
group. _ 

(g) Organization is a step towards the achievement of established goals. 

3.4. ELEMENfS OF ORGANIZATION 
By elements of organization, we mean the main parts or components of an organization. 

The main components of the organisation are: 
(a) Well defined objectives. 

(b) Well organised and coordinated group of people. 

(c) Proper division of work and labour. 

(d) Clear and well defined policies and procedures. 

(e) Proper division of Authority and Responsibility. 

(f) An effective system of communication. 

3.5. TIIB PROCF.SS OF ORGANISATION 
The process of organisation may be described as the managerial function of orga.nising. The 

important steps involved in the process of organisation are: 

(a) Determination of objectives 

- Objectives decide as to why the proposed organisation be set up (purpose) and what will be the 
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discussed in chapter 7. 

(8) Line and Staff Functions 

- All activities of an organisation can be classed into two main categories : 

(a) Primary activities, and 

(b) Supporting activities. 

3-15 

For exampJe, m Army, Infantry and Artillery perform primary activity, i.e., fighting whereas Co~ 

of EME, AMC (Army Medical Corps), ASC (Army Supply Corps) etc., perform different supporting 

activities. 

Primary activities or line functions are tliose which contribute directly and vitally to the objectives of 

an organisation. Examples of line functions in a business organisation are production, sales, etc. 

Supporting activities or staff functions are those that aid the line or are auxiliary to line functions. 

Examples 0f s'faff functions in a business organisation are Accounting, Administration, Personnel, 

Maintenance, etc. 

The concept of line and staff functions is very valuable in organisational planning. 

(9) Balance, Stabili:ty and Flexil>ility 

(a) Balance. All units of an organisation should be balanced (i.e., developed in proportion to its 

contribution to the overall success of the organisation). 

In the absence of such balance (between different units or departments), the goals of the 

organisation cannot be achieved economically and effectively. 

For example, if the purchase department is underdeveloped (i.e., it has neither adequate staff, 

nor resources, nor authority, etc.) as compared to other departments, it will seriously handicap 

the firm that may otherwise be very strong and modern in Production and Sales. 

(b) Stability. Organisational stability refers to the capacity to withstand the losses of key personnel 

(if they leave to join another concern) without serious loss to the effectiveness of the organisation in 

performing its work. 

- A long range planning programme with regard to manpower requirements accompanied by 

positive executive training and development programmes will add to the organizational stability. 

(c) Flexibility. Organisational flexibility specifies the capacity to adjust work assignments, person­

nel and facilities to temporary changes in· the volume of work. Flexibility is the ability to bend and blend 

without (and before) experiencing any serious setback. 

3.8. ORGANISATIONAL S1RUCfURE 

Concept 

No organisation can work without people. Organisation structure simply means the systematic 

a"angement of tHe people working for the organization in order to achieve predecided goals. 

Organisation structure is concerned with the establishement of positions (persons) and the 

relationships between positions. 

The structure provides an appropriate framework for authority and responsibility relationships 

between various positions. 

The organisation structure is generally shown on an organisation chart. 

The structure has two dimensions i.e., horizontal and vertical. 

j 

SBTET TG



'i 

3-16 INDUSTRIAL ENGINEERING AND MANAGEMENT 

The horizontal dimension defines the basic departmentation. Departmentation is the process or 
division of the enterprise into different parts i.e., smaller, flexible administrative units. 

The vertical aspects of the structure relate to the creation of a hierarchy of superiors and 
subordinates, leading to the establishment of a managerial structure. 

Taken together, horizontal and vertical aspects set the formal structure of the organisation 
(Fig. 3.1) 

Marketing 
I 

SeJling Sales 
Promotion 

l Training 
operation 

Advertising 

Production 
control 

[
Scheduling 
Materials 
control 

Production 

Purchasing Quality 
Assurance 

Manufacturing 

ETooling 
Assembly 
Fabrication 

Fig. 3.1. Organisation structure of a manufacturing concern. 

Finance 

Disbursement 
Credit 
Fund control 
Source of funds 
Capital 
requirements 

?rgan~tion has informal structure too which arises spontaneously out of the activities and mteract10ns of people. 

Need for 

1. The organisation structure is designed by the management to achieve specific goals: 
2. The organisation structure facilitates in fixing the responsibility departmentwise, sectionwise or 

on individual basis. It is necessary for timely completion of work. 
3. It is necessary for the establishment of authority. It also clarifies one's authority. 
4. It helps in achieving the desired level of coordination. 

5. It promotes division of work and leads to specialisation. 

6. Since organisation structure clearly defines the authority and responsibility, it avoids confusion, 
duplication, wastage and inefficiencies. 

7. Organisation structure facilitates the flow of information and decision-making from one level to 
another. 

8. Organisation structure defines the positions and units wHhin the organisation. 

3.9. OF.SIGN OF ORGANISATION S'IRUCIURE 

Introduction 

In designing the structure of an organisation, there are two main considerations: 

1. Differentiation 

2. Integration 
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9.10.JOBANALYSIS . ~ 11vrrf!Rrdin(!RCtiv1lH'-dnvol"'I 1~ •· . • t dard rnr<'•" • (j d h (' ◄ or toe purpose of mRnpowcr plnnning,Job 1~ i:i u •. rnn br dr in<' flR l <' ~ys((lniat , · l · , , J l 00nJysa~ 11 an t 1e Job. This study is known ns job nnnlys1~ • 0 > 
l'xploralion of the act ivitics within n joh. . . f lH~ks, dctcrmini ng llw rrlalio 

J d ~cnp11on o d 1·r: . n. Job analysis involve~ cnmpilinr.{ a d••tntlrc, t'. . . thr krwwlc ge, qun 111cul1on.._ 1 l . ' . I d (',tl\tlllllJOg . t Jr s 11p of Uw Job lo tcchnoloro· nnd olh<'r JO )S nn . bent rcqu1rcml'n R. 
l t, ·1· . d other ,ncuOl • emp oyment standnrch, ncrounla 1 111ri:1 nn . f employee on a particular job 1 . . tJ ctivil1es o an I f l " • b d' . . o Job analysis 1s the careful study about 1e a which arc he P u ior JO < ficnpt1on determine diITcrcnt operations involved and othrr facts. 

and job specification. 

Methods of Job Analysis 
1. Observation Method. 
3. Group interview method 
5. Technical conference method. 

Job Analysis 

2
_ Individual interview method. 

Structured questionnaire method. 4. 
Critical incidents. 6. 

Job Description Job Specifications Job Evaluations 

Fig. 9.5. Purposes of Job Analysis 

Uses of Job Analysis 
1. Organisational Design : 
2. Manpower Planning : 
3. Procurement of Manpower : 
4. Orientation : 

5. Performance Appraisal : 

6. Training and Development : 
7. Job Design: 

8. Job Evaluation: 

Authority, Responsibility, Accountability. 
J◄uturejob requirement, Skill Requirements 
Matching job requirement and skills 
Expectations to perform a given job more 
effectively. 
Performance standards, Review of perfor­
mance 
Updating skills, Changing job requirements. 
Engineering the design, methods improve­
ment, man-machine system. 

9. Career planning and counselling : 
Classification of jobs, salary structure. 
Future prospects, vocational guidance reha­
bilitation. 

10. Labour Relations : 

Process of Job Analysis 

Helpful to resolve disputes relating to work 
load, work procedure etc. 

Main steps involved in job analysis are : 
I. Org~nisational Analysis. Information in tho form of . . . ficat10n, work flow charts etc. are collected t bi . orgamsat10n charts, Job spcci-thc organisation to judge the linkages bot o o . ~m an overall viow of various jobs in lationships among jobs and tho contr'b t~oonfJo s_ and _organisational goals, inlerre-1 u ion o vanous Jobs. 
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2. ?rganising Job Analysis Programme. The company must (al dccidt· who wrll he> 
m charge of the programme, (b) allocate the budget and (c) n lime schedule. 

3, Deciding _the arcus whore Job Analysis Information is to be used. Thes~ area 
can b~ de~idcd on the basis of the needs, priorities and constraints of the particular 
orgamsat10n. llow the job infonnation will be used and for what purpose. will deter­
mine the extent to which jobs arc to be analysed. 

4, Selecting H.cprcscntativc Jobs for Analysis. To save time a representative sample 
of jobs be selected for the purpose of detailed analysis. 

5. Understand Job Design. Analyst should study the current job description and job 
specification, procedure manual, flow charts etc. 

6. Collection of Data. In this step data on the characteristics of the job, qualifications 
and behaviour required to do the job effectively is collected from the concerned em­
ployees, supervisors or from outsiders. Care should be taken to use only those tech­
niques for job analysis which are acceptable and reliable in the given situation. Some 
of the techniques for data collection arc: 1. Direct observation, 2. Interviews, 3. Ques­
tionnaire, 4. Past records, and 5. Critical incidents. 

7. Developing a Job Description. Job description is prepared on the basis of inform~­
tion collected in the previous step. It describes in brief the tasks, duties and responsi­
bilities which need to be discharged for effective job performance. It also inclu~es 
working conditions, social environment, machine tools and equipments, and rclaiwn to other jobs. 

8. Preparing a Job Specification. In this last step of job analysis job specification or 
employee specifications are prepared. This is a written statement specifying the per­
sonal attributes in terms of education, training, experience and aptitude required to 
perform the job. 

9.11. JOB EVALUATION 
Job evaluation is the process of comparing jobs with other jobs in terms of wages a worker 

should be paid for performing the task. Thus, it is a rating of job. It can also be defined 
"as the procedure lo determine the relative values of the job in a plant and to determine the 
basic wages for that job". 

Objects 
(i) Its main object is lo estimate the correct wages for the work performed. 

(ii) It is a means to reduce wage imbalance in the factories. 
(iii) Ii can be used to resolve wage disputes. 
(iu) It helps in standardisation. 
(u) Ii helps to establish a method for future promotion of workers. 

Principles of Job Evaluation 
Mr. A.L. Kress an authority in job evaluation, underlines the following principles : 

1. Rate the job not man. Job requirements are definite and fixed. Tho man sclecled for 
doing the job may have some plus or minus points us regard to job, thus the paymcnL 
should be made accordingly. 

2. While doing ratings the elements selected should be• minimum, bul should cover lhc 
requirements of jobs. 
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