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~ HUMAN RESOURCE DEVELOPMENT

“UHUMAMG301

Total Marks-100

Passing Marks’-35

.'Sub Type- Major{Credlt 6)

' Lectures: - 90 Hrs

Pre-reqmsnte {if any) - The student must have studie__s this group in 2“d'year- -(Dipi_oma)

Part A- Introduct_io_n

Course Iearni_ng outcomes {CLO)

On successful c_orn'pjletion of this course, t_he_stud_e'_nts will be able to:-

: 'Unit-z

To understand the concept of Human Resource Management

[ ]
* To understand-the Human Resource Planning '
e To understand the Human Resource Development Process
o To understand the |mportance of Learmng and Human Resource Development '
* Tounderstand the P_roc_ess of Human Resource Development Activities
Part B Content of the course AR Un'it”-i

' Introductlon to Human Resource Development- Concept and Evaluataon, Relatlonshlp between
o Human Resource Management and Human Resource Development Human Resource Development g
_mechanlsm process and outcomes o ' ' ' '

- Human ReSource Planmng- Introductron Meamng, Defmltlon Features Need Objectwes
- Im portance of Human Resource Plannlng, Methods of Human Resource Plannmg, Factors affectlng
ot Human Resource Plannmg ' : I EEEI '




H

Human Resource Development Process Assesslng Human Resource Development Needs de5|gnmg SR

and developmg effective Human Resource Development Programmes Implementmg Human .

- Resource Development Programmes Evaluat:ng Human Resource Development Programmes
' Unlt-4

_ HRD and Learning: Max|m|zmg learnmg, Induv;dual differences in learntng process; Leamlng

strategies and styles Principles of !earnmg, Learnmg and motlvataon Human Resource -
Development cultu re and cl:mate '

. U!1It.-5 o .

HRD. Activities and Applications Human Resource and Development for workers; Human Res’ource'

. 'Development mechanisms for workers; Role of trade unions; Emplovee coaching, counselllng and
-performance management Career. management and development '

Part C Learnlng Resources

. Suggested Readmgs. |

_ Text Books Reference Books Other-resources :

1. Dawra Sudhlr Human Resource Development Ind|ca Pubhshers & Dlstnbutors Pvt Ltd Nevv Delhl

2. Balyan and Others Human Resource Development Htmalaya Publlshtng House New Delhi.
3. Raymond and Kodwanl Employee Trammg and Development McGraw H|II Education lndla
4 Sudha G. S Human Resource Management RBD Pubhshmg House jaipur

5 Mehta and Upadhyaya Human Resource Development RBD Publlshmg House Jalpur :

'-Suggestlve dlgltal platforms/ web lmks

1 https //en Wlklpedla org/w:ku/Human resource management '

2. https /www yourartlclehbrary com/hrm/human resource management meanmg-.

' 'objectlves scope and functzons/35229
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WAGES AND SALARY MANAGEMENT
UWAGEMG302
Total Marks-100
Passing Marks-35

Sub. Type- Discipline Specific Eie_ctiﬁe (Credit-4)

Lectures: - 60 Hrs

Pre-requisite (if any) - The student must have .studies this group in 2™ year- (Diploma)

Part A- Introduction
C_ourse Iearning-outcomes (CLO)
On successful completion of this course, the students wiII he able to:;

s Get the basic Ioglc and design characteristics of Wages and Salary Management.

* Recognize how wages & salary decisions help the organisation especially the students w11| be
able to-analyze, interrogate and apply the knowledge to solve wages and salary related
problems in organisation. .

» Understanding the facts of wages and salary fixation, structure and ratlonal payment

* Understand the various rules and regulatlons rega rdmg wages and salary management .

e Get the basic know[edge of e- -record for wages and salary payment

PartB - Co_ntent of the course

Unit-1

Introductton of Wages and. Salary Management Concept, Objectives Need Charactenstics and

'-challenges of wages and salary management General concept of wages and salary Deflnltlon
_ .Meanlng and characterlstlcs of wages and salary leference between wages and salary '

-Unlt-Z'- o

Facts of Wages Wages structure type ofi wage, theones of wage, flxatlon and payment of wage,' L

payment of overtime




- Unit-3-

Salary Structure: Meaning and d__escr'iption of bas_it pay, Dearness _allowani:e, I-_lbuse Rent Allowanice

and Other.AI!owances. Salary fixation- Principles, increment of Salary and 'Bonus.

Incentive plans - Indlwdual and group lncentwe plans. Profit. Sharmg Scheme, Employee stock

ownershlp plan and Fringe benefats
Retlrement benefits - Descnptlon of Provident fund, Gratuity and pension.

Unit—4

Job Evaluat;on and Record Keeplng Concept, Need and Technlques of Job evaluation, Labour

Transfer - Causes and |mpact

Record Keeplng of Wages and Salary- e- -record keeplng of payment, Tax deduction, wage roli and
payroli pay shps and payroll reports. : '

Unit-5

" Regulation of Wages and Salary 'Administratio'n in India" Brief description of Labour Act, Wage

Board and Pay Comm|55|on Implementation of minimum wage act in indsa Relatlon between trade
unions and'ind ustries in the Ilght of wage revision and Iabour welfare,

Part C- Learmng Resources

Suggested Readmgs*
Text Books Reference Books, Other resources
L Mamoraa C B. & Gurka S. V Personnel Management Tata. McGraw Hill, New Delhl

_ _2 Rao T V., Performance Management Towan organlsatronai excellenc Sage publlcatlon N. delhl. '

3. Smgh B. D Compentatton and reward management Excel Pubilcatlon
4 Sharma A M Understandmg wage system Hlma!ava Publ:cataons New Delhi

5. Pramod Verma Labour Economics and Industrlal relatlons

.6 Nadhml Ashok K TaIIy ERP 9Tram|ng Gu:de, B P B Publlcatlon
-._7 'S, C Shrwastava Industrral Relatlonan Labour Law |
e _8 Factory Act 1948

N 9. I\_/I_.mlmum'Wage Ac-t_,_1-948 _




7. http://www.mdudde.net>pdf.ma.....{pdf)

10. Pradeep Kumar Das- Compensation and Reward Management, H_ir'n'alayé Publications New Delhi. '
11. Dr.H.C.Mahrot'ra, Income Tax Law and Aét_ounts, Shéhityka. bhava.n _PUbiicétion Agra.

/12 Dr. V.C. Sinha, Labor Economics, National Publishing House; New Delhi -

S';jg'ge'stiyé digital platforms/ web links -
1. htt_p:f/www.édcol'l'eg-ehs_p;ne_t_;‘....(PDF) . _

2. http://primelegal.in;Ar't'icle.s

3. htt’p:/[www.Ii\kemint.co_méindia

4, htip://Www.'econom_icsdis_cussion‘.n_et>.. _

5. http://www.govdocs.com>5wage -

6. -ht_t.p://iyww.ia_'re.ac.i'n>files.....(.P_D'F.)-

Suggested equivalent online courses: Through NP-TEL, SWAYAM Portal




OFFICE PROCEDURES & PRACTICES (Theorv)_

Total Marks- 100

: Passmg Marks 35

Lectures - 45 Hrs

UOFFICMGSOB

Sub. Type Skill Enhance Course {Vocatlonal)

Pre requasrte (n° any) Begmner(Level 1) Course

Course Ie‘arning outco_mes_'(CLO) N

At the end of the Course, the students will be able to:

-

Understand the concept of Office; ro.le of Office Manager '_ .

_ leferentlate between Orgamzatlonal Cha rts and Manuals

'commumcatlon ser\nces mdependently oral and

- Manage secretarlal actl\ntles |ndependently tike filling online and ofﬂme offlce forms. mail
Handling, flllng and rndexmg, managmg statlonery etc. Communlcate effectwely and handle

Written commumcataon barners obiserve telephone ethuettes Handle and operate
different types of Ofﬂee Machines ' '

Draft dlfferent types of Busmess and Govt. letters

. _Understand dlfferent terms related to meetings and conduct meetmgs
'Prepare Itlnera ry and make travel arra ngements. '
: Identafy vanous ser\nces prowded by the Ba nks

CredltVaIue 3(Theory)+1(Practlcal) 04 "

Part B- Content of the Course« Cred:t— 3 (3 hrs. ./week)

_No. of lectures

Modules - Topu:s
R R s - _(Total 45) -
[ INTRODUCTIONTO SECRETARIAL PRACTICE 10
Meanlng Importance, Types and Duties, Changlng Profile of a S
.Secretary Quailflcatlons and. Personal Qualltles of a Secretary,
| Time Management Meanmg and. importance o
N . | OFFICE FORMS AND STATIONERY:~. .~ 111

- '.Off;ce Forms Meanlng, |mportance and advantages of Offlce
| -forms: Computenzatlon of offlce forms, Pnnupies of Form .
_ Desugmng, Office. Statlonery, Methods of purchasmg statlonery,

Purchase Procedure Storlng Statlonery, Control on consumptlon

| of statlonery, Mamtenance of Stock Register Physmal
o venftcatlon of Stock S




3

. | COMMUNICATION:- - : | o120
s Meanmg Importance and Types of communlcatlon Elements of

communication Process.

Methods of communication. Verbal (Oral and Wntten) Non

‘Verbal Characteristics of Effective Communication, Barriers to

Communication Teiephone Etiguettes. o

v CORRESPONDENCE- BUSINESS AND GOVERNMENT - - 12
Business Correspondence - meaning, importance. and essentials . | '
Parts. of Business Letter, Types of Business letters, Enqwry Letter,‘
Quotation Letter Placing an Order. Execution of Order,
Adjustment Letter. Dlsplay of a Busmess Letter Indented Style.
Fully Block Style. Semi: Block Style, Wnting Job Appllcataons and
Resume Government CorreSpondence Ofﬁmal Letter, :
Correspondence Ofﬁaal Letter, Semi- Official Letter,
Memorandum, Notification. Office Order, Ctrculars '
Endorsement '

Part C'.-Learning Res.'ources

_1.0ffice Ma_nagement & Secretarial Practice -_Dn I.M. Sahai —Sah_itya Bhavan Publications Agra.

2. Manual'of OfficeProcedure - Sumedha-Publisning-Ho'use

.3 Ofﬂce Management and Secretanal Practlce Divya Rajnl Sharma Ga!gotlya publlshlng company

“4.0ffice Management Bhagvath:, Plilal S Chand Pubilcataon

Suggested equwaient onlme courses e-rea dlng

1. https //cbseacademlc nic. in/web

_ materlaI/Currlcuium/VocatuonaI/ZOlB/Study Matenal )(I Off:ce
. 'Procedures Practlces PDF. .
= 2. https:ﬂWww tstm.gov.ln/hdmefr.ti .d'isc|0$'ure/95 -

3. http //www mcrhrdi.gov. |n/DR%ZOASSlstants%ZOfmaI- .
'._%ZOBatch%ZO11/mater|aI/new/Ofﬂce%ZOProcedure VR 15. pdf

4. http //www mcrhrdl gov. |n/DR%ZOASSlstants%ZOfrnal

%203atch%201 1/mater|aI/Offlce%ZOManagement%ZO&%ZOProcedures pdf

' B 5 https //egvankosh ac. m/handie/123456789/1557
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Z | OFFICE PROCEDURES & PRACTICES (Practlcal)- -
o UOFFICMG304

- ~ Total M:ark's»ioo. )

( - passing Marks 35 _ o

( o Sub Type Ska!l Enhance Course (Vocatlona!} '

¢ - Practlcal - 30 Hrs - .

( o _Pre-requTSJte-(lf.any) 3 Be'g_in_ne_r"(i_ev_el.-l') Course -

( | Co'ut'se iearning outcomes (CLO)

: : : .At the end ot 'the'.COUrse' t:h.e students will be ab.ie'to? : |

€ .. . -Understand the concept of Office role of Office Manager

. leferentaate between Organlzatlonal Charts and Manuals |

: Manage secretana! activities mdependently I|ke filling onlme and offline offlce forms mail
Handlmg, f;lmg and mdexmg, managing’ statlonery etc Commumcate effectlvely and handle
_communlcatlon services mdependentiy oral and

Written commumcatlon barriers, observe telephone ethuettes Handle and operate _

_ different types of Office Machmes

Draft different types of Business and. Govt letters

: .Understand different terms related to meetlngs and conduct meetmgs
' Prepare Itmerary and make travei arrangements B '

Identlfy Vai‘IOUS serwces prowded by the Banks C

S Credlt Value— 3 (Theory) +1 (Practlcai) —-04

Credlt 1 (Practlcal- 2 hrs/ week)

€ o OFFICE- SPACEANDENVIRONMENTMANAGEMENT

)> Durlng the v|5|t mentloned above the students should observe the offlce Iayout

enwronment aspects of the offlce Physlca! amemtles prowded to the staff etc.

e | e '. ‘)' The changlng scenano in the office bemg vss:ted has to be observed by the students and
' thelr \news presented in the PrOJect Report ' ' '

| : OFFICE ronms AND STATIONERY

‘P The student s should pract:ce ﬂllmg up of dlfferent types of forms off Ilne and onlme (At
s Ieast five dlfferent type of forms) B '_ L

)‘*‘ The students should practlce makmg entrles in Bm Cards Statlonery ReCiUISItIOI'l Sllp issue of

- Statlonery and Stock Reg:ster ' o c A




* COMMUNICATION.

> Role Play by the students on different aspects of Nonverbal Communication.
‘% Practice of Telephone Handling and observing telephone etiquettes while making calls and.

receiving Calls,
OFFICE MACHINES

» The students should practice on dlfferent offlce machines I|ke Photocopier, FAX, Franking
Machmes Laptop, Com puters etc.

CORRESPONDENCE BUSINESS AND GOVERNMENT

¥ The students should practice draﬂ:lng and typing dlfferent types of Business letters like
Enquu’y, Quotations. Placing an Order, Execution of Order, and Adjustment Letters etc.
> The students should practice preparation of Resume and fill upon- line jOb app[ucation forms.

" {at least two appl;catlon forms onlme)
# The students should gain knowledge of formats of Memorandum Not:flcatlon
Endorsemen_t, Circulars, Official and Semi-official letters and also the use of each.

Port C-Leefning Re‘eources

1. Office Mana’ugerﬁent & Se'cretarial. Practice -Dr. |.M. Sahai -Sahitya Bhavan Pu b[i_cationls Agra

2. Manual of Offlce Procedure Sumedha Pubhshlng House

3. Ofﬂce Ma nagement and Secretarlal Practlce Divya Rajnl, Sharma Galgatiya publishing’ company
4;Off§ce Management-Bhagvathi, Pillai .--S.Cha n'd_.Pubhcation._

Soggested eqUivaIent online courses: e-’rea‘d..ing_:'

1. https //cbseacademlc nic. m/web
mater:aI/Cumcu[um/Vocataona1/2018/Study_Mater|aI Xl Office

: _Procedures Practlces PDE

-2 https //www istm.gov. |n/home/rttdlsclosure/95

3. ht_t-p:_//www.m_cr_hr._da.gov.-ln_/D_R%;’_QAss;stants_%ZOf-m_aI-- |

| _'-%ZOBatch%zo:L1-/mate'ria|/new/off'ice%20procedur'e VRISpdf

4 http //www mcrhrdz gov |n/ DR%ZOAsszstants%ZOfmal-

%ZOBatch%201 1/ materlaI/Offlce%ZOIVIanagement%ZO&%ZOProcedures pdf_

5. https //egyankosh ac. |n/hand|e/123456789/1557




