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BUSINESS STUDIES _ LATEST CBSE QUESTIONS

STAFFING
Question 1.
Why is ’employment interview’ conducted in the process of selection? (CBSE, Delhi 2017)
Answer:
An employment interview is a formal, in-depth conversation conducted to evaluate the applicant’s suitability for the job in the process of selection. At the same time the interviewee may also seeks information from interviewer (if needed).
Question 2.
Alpha Enterprises is a company manufacturing water geysers. The company has a functional structure with four main functions-Production, Marketing, Finance and Human Resource. As the demand for the product grew, the company decided to hire more employees.
Identify the concept which will help the Human Resource Manager in deciding the actual number of persons required in each department. (CBSE, Delhi 2017)
Answer:
Workload analysis is the concept which will help the Human Resource Manager in deciding the actual number of persons required in each department.
Question 3.
Why is ‘Aptitude Test’ conducted in the process of selection? (CBSE, OD 2017)
Answer:
An aptitude test seeks to measure the potential of individuals for learning new skills.
Question 4.
Bhagwati Enterprises is a company engaged in the marketing of air-conditioners of a famous brand. The company has a functional structure with four main functions—Purchase, Sales, Finance and Staffing. As the demand for the product grew, the company decided to recruit more employees. (CBSE, OD 2017)
Idetify the concept which will help the Human Resource Manager to find out the number and type of personel availale so that he could decide and recruit the required number of persons for each department.
Answer:
Workforce analysis will help the human resource manager to find out the number and type of personnel available in the organization.
Question 5.
Resolutions Pvt. Ltd. is a publishing company. Its book on Business Studies for class XII is in great demand. As a result, the employees in the marketing department are always racing against time. The employees have to work overtime and on holidays to cater to the demand.
Managers in the marketing department are under stress as they have to handle more than two territories. The work stress has led to dissatisfaction among the employees and managers.
1. Name and explain the step of staffing process which has not been performed properly.

2. State the next two stages immediately following the step identified in part ‘a’.

3. (CBSE, Sample Paper, 2017)
Answer:
1. The step of staffing process which has not been performed properly is:

2. Estimation of manpower requirements: It is the first step in the staffing process and is carried out with the help of workload analysis (assessment of the number and types of human resources necessary for the performance of various jobs and accomplishment of organisational objectives) and work force analysis (assessment of the number and type available).

3. The next two stages immediately following the step Estimation of manpower requirement are as follows:

· Recruitment: Recruitment may be defined as the process of searching for prospective employees and stimulating them to apply for jobs in the organisation.

· Selection: Selection is the process of choosing the best candidate from a pool of applicants.

Question 6.
Joseph Bros is a firm manufacturing jute lampshades. It uses leftover jute pieces from various jute factories to manufacture economical lampshades which are supplied to various hotels in nearby towns. It employs men and women from nearby villages as workers for creating good lampshade designs.
Joseph Bros, is not able to meet its targets. Namish, the supervisor of the company, was told to analyse the reasons for the poor performance. Namish found the following problems and suggested certain solutions in the working of the business. The number of workers employed was less than what was required for the work. As a result, the existing workers were overburdened. The firm decided to search for new workers and it asked the present employees to introduce candidates or recommend their friends and relatives to the firm. This enabled the firm to ‘put people to jobs’ and assured the attainment of objectives according to plans.
1. Identify the functions of management being performed by the firm in the above situation.

2. Name the concept and its source used by the firm to attract more workers for the firm.

3. State any two values being followed by Jacob Bros. (CBSE, Sample Paper 2016)
Answer:
1. The ‘Staffing’ function of management is being performed by the firm.

2. Recruitment is the concept used by the firm to attract more workers to the firm.

3. The firm is planning to use the external source of recruitment i.e ‘Recommendation of present employees’ to attract more workers to the firm.

4. The two values that are being followed by Jacob Bros are:

· Generating employment

· Optimum utilisation of resources.

Question 7.
Aakansha, Nikita and Parishma are the owners of a handicraft unit in the urban area of Dibrugarh in Assam, which is involved in the manufacturing and marketing of Sital Pati, traditional mats and Jappi (the traditional headgear). They decided to shift this manufacturing unit to a rural area with an objective of reducing the cost and providing job opportunities to the locals.
They followed the functional structure in this organisation with a view to increasing managerial and operational efficiency.
They assessed and analysed the type and number of employees required, keeping in mind that they had to encourage the women and the people with special needs belonging to the rural area.
State the next three steps that they will have to undertake for obtaining a satisfied workforce for their handicraft unit.
(CBSE, Sample Paper 2016)
Answer:
The next three steps that they will have to undertake for obtaining a satisfied workforce for their handicraft unit are as follows:
· Recruitment: Recruitment may be defined as the process of searching for prospective employees and stimulating them to apply for jobs in the organisation.

· Selection: Selection is the process of choosing the best candidate from a pool of applicants.

· Placement and Orientation: Placement refers to the process of giving the charge of the job for which the employees have been appointed. Orientation may involve a series of activities related to introducing the new employee to other employees and familiarising him with the rules and policies of the organisation. Moreover, he is taken around the workplace and made aware of the fire safety policy, canteen, conference room etc.

Question 8.
Mrs. Rajlaxmi is working as the Human Resource Consultant in a firm that manufactures cosmetics, which is facing a problem of high employee turnover. The CEO of the company has invited suggestion from her for retaining the talented employees and reducing the employee turnover. Mrs. Rajlaxmi recommends that the good employees be rewarded in a way that it creates a feeling of ownership among the employees and at the same time, makes them contribute towards the growth of the organisation.
1. Identify the incentive and explain its type which has been suggested by Mrs. Rajlaxmi to the CEO of the company.

2. Also explain any two other incentives of the same type. (CBSE, Sample Paper 2016)
Answer:
1. Co-partnership / stock option, which is a type of financial incentive, has been suggested by Mrs. Rajlaxmi to the CEO of the company.

2. The two other financial incentives are described below:

· Retirement Benefits: An organisation may provide several retirement benefits to its employees after their retirement such as provident fund, pension and gratuity which provide financial security. These benefits serve as an incentive when they are in service in the organisation.

· Perquisites: In many companies perquisites and fringe benefits are offered over and above the salary such as car allowance, housing, medical aid, and education to the children etc.

Question 9.
Ashish, the Marketing Head, Raman, the Assistant Manager and Jyoti, the Human Resource Manager of Senor Enterprises Ltd. decided to leave the company.
The Chief Executive Officer of the company called Jyoti, the Human Resource Manager and requested her to fill up the vacancies before leaving the organisation. Informing that her subordinate Miss Alka Pandit was very competent and trustworthy, Jyoti suggested that if she could be moved up in the hierarchy, she would do the needful. The Chief Executive Officer agreecs for the same. Miss Alka Pandit contacted Keith Recruiters who advertised for the post of marketing head for Senor Enterprises Ltd. They were able to recruit a suitable candidate for the company.
Raman’s vacancy was filled up by screening the database of unsolicited applications lying in the office.
1. Name the internal/external sources of recruitment used by Senor Enterprises Ltd. to fill up the above stated vacancies.

2. Also state any one merit of each of the above identified source of recruitment.

3. (CBSE, Delhi 2016)
Answer:
1. The internal and external sources of recruitment used by Senor Enterprise Ltd. to fill up the above stated vacancies are stated below:

· The vacancy for the post of Human Resource Manager has been filled up through Promotion.

· The vacancy for the post of Marketing Head has been filled up through the Placement Agencies and Management Consultants.

· The vacancy for the post of Assistant Manager has been filled up through Casual Callers.

· The relative merit of each of the internal and external sources of recruitment used by Senor Enterprise Ltd. to fill up the above stated vacancies are stated below:

· Promotion: It boosts the morale of not only the employee who is promoted but also of other employees as they get an assurance that their competence will also be recognised in due course.

· Placement Agencies and Management Consultants provide specialised services to the organisations to recruit technical, professional and managerial personnel at middle and top level.

· Casual Callers as a source of recruitment reduces the cost of recruiting workforce in comparison to other sources.

Question 10.
Zenith Ltd. is a highly reputed company and many people wanted to join this company. The employees of this organisation are very happy and they discuss how they came in contact with this organisation.
Aman said that he was introduced by the present Sales Manager, Mr. John.
Benu said that he had applied through the newspaper and was appointed as the H.R. Manager.
Vaibhav said that he was neither related to any employee of the organisation nor was there any advertisement in the newspaper, even then, he was directly called from IIM Ahmedabad from where he was about to complete his MBA.
1. The above discussion is indicating an important function of management. Name the function of management.

2. The management function identified in part (1) follows a particular process. Explain the step of this process which is being discussed in the above paragraph.(CBSE, Sample Paper 2015)
Answer:
1. The function of management being referred to in the above lines is ‘Staffing’.

2. Recruitment is the step in the staffing process which is being discussed in the above paragraph. Recruitment may be defined as the process of searching for prospective employees and stimulating them to apply for jobs in the organisation.

3. The various sources of recruitment mentioned in the above paragraph are:

4. Aman: Recommendation of present employee.

5. Benu: Advertisement in newspaper Vaibhav: Campus recruitment.

Question 11.
Blue Heavens Ltd. purchased a new machinery from Germany for manufacturing some auto components. It was a cost-effective and quality production machine but during the production process, manager observed that the quality of the production was not as per standards. On investigation, it was found that there was lack of knowledge of using these hi-tech machines. So, frequent visits by engineers were required from Germany but this resulted in high overhead charges.
Suggest what can be done to develop the skills and abilities of employees for producing quality products by using these hi-tech machines. Also state how the employees or the organisation will be benefited by your suggestion. (CBSE, Sample Paper 2015)
Answer:
Training should be provided to the employees to develop their skills and abilities for producing quality products by using these hi-tech machines.
The benefits of imparting training to the employee are as follows:
1. Better career: Training leads to better career opportunities for the employees as it helps to improve their skills and knowledge of doing the job.

2. Increased earnings: Training leads to increased performance by the employees thereby helping them to earn more.

3. Increased efficiency: Training makes the employees more efficient in handling machines and less prone to accidents.

4. Improved motivation: Training increases the satisfaction and morale of employees thereby motivating them to work with greater enthusiasm.

Question 12.
The workers of Gargya Ltd. are unable to work on new computerised machines imported by the company to fulfill the increased demand. Therefore, the workers are seeking extra
guidance from the supervisor and the supervisor is overburdened with frequent calls of the workers.
Suggest how the supervisor, by increasing the skills and knowledge of workers, can make them handle their work independently.
Also state any three benefits that the workers will derive by the decision of the supervisor.
(CBSE, OD 2015)
OR
The workers of Vyam Ltd. are unable to work on new and hi-tech machines imported by the company to fulfill the increased demand. Therefore, the workers are seeking extra guidance from the supervisors.
The supervisor is overburdened with the frequent calls of workers.
Suggest how the supervisor, by increasing the skills and knowledge of workers, can make them handle their work independently?
Also state any three benefits that the workers will derive by the decision of the supervisor.
(CBSE, Delhi 2015)
Answer:
1. The supervisor may provide Vestibule training to the workers in order to enable them handle their work independently.

2. Vestibule training is a popular method for providing off the job training during which the trainees learn their jobs on the equipment they will be using at their actual work place. This is usually done when employees are required to handle sophisticated machinery and equipment.

3. The benefits of imparting training to the employee are as follows:

· Better career: Training leads to better career opportunities for the employees as it helps to improve their skills and knowledge of doing the job.

· Increased earnings: Training leads to increased performance by the employees thereby helps them to earn more.

· Increased efficiency: Training makes the employees more efficient in handling machines and less prone to accidents.

Question 13.
Mohit Gupta is working with Yellow Security Services Ltd. He is also recruiting security guards for the company. The company provides security services in Delhi and Noida at short notice to various companies. The guards are recruited on a temporary basis. The guards provided by this company are known for their honesty and punctuality. Mohit Gupta is well-known in his village for providing employment to unskilled people.
1. Name the source of recruitment used by Yellow Security Services Ltd.

2. State any one disadvantage of this source of recruitment.

3. Identify the need of security guards which is being fulfilled by the company as per Maslow’s need hierarchy.

4. Identify any two values communicated to society in the above stated case. (CBSE, OD 2015)
Answer:
1. External source of recruitment i.e. Labour contractor has been used by Yellow Security Services Ltd.

2. One disadvantage of the external source of recruitment is that the new employees may take longer time to settle in the organisation.

3. The basic physiological needs of the security guards are being fulfilled by the company.

4. The two values that are being communicated to the society are

· Reliability /Dependability

· Generating employment opportunities

Question 14.
Prashant, the Director of a company, is planning to manufacture rugs for utilising waste materials from one of his garment factories. He decided that this manufacturing unit will be set-up in a rural area so that people of that area will have more job opportunities. For this, he wanted four different heads for Sales, Accounts, Purchase and Production Departments. He decided that one of them will be a differently-abled person, another from a minority community and one from a disadvantaged section of society. He gave an advertisement in the newspaper for the above vacancies.
1. Identify and state the next three steps Prashant has to follow in the staffing process after advertising for the above vacancies.

2. Identify any two values that Prashant wants to communicate by setting up this manufacturing unit. (CBSE, OD 2013)
Answer:
1. The next three steps to be followed by Prashant in the staffing process after advertising for the above vacancies are as follows:

· Selection: Selection is the process of choosing the best candidate from a pool of applicants.

· Placement and Orientation: Placement refers to the process of giving the charge of the job for which they have been appointed. Orientation may involve a series of activities related to introducing the new employee to other employees and familiarising him with the rules and policies of the organisation. Moreover, he is taken around the workplace and made aware of the fire safety policy, canteen, conference room etc.

· Training and Development: Organisations either have in-house training centres or make alliances with training and educational institutes. This is done to ensure continuous learning of their employees in order to strengthen their competencies for both present and future jobs. This helps to motivate them and enables them to perform better and contribute more towards the realisation of the organizational effectiveness and efficiency.

· The two values that Prashant wants to communicate by setting up this manufacturing unit are:

· Optimum utilisation of resources

· Rural development.

Question 15.
Nishant, the director of a garment company, is planning to manufacture bags for the utilisation of waste material from one of his garments unit. He has decided that his manufacturing unit will set-up in a rural area of Odisha where people have very few job opportunities and labour is available at very low rates. He also thought of giving equal opportunities to men and women.
For this, he wanted four different heads for sales, accounts, purchase and production. He gave an advertisement and short listed ten candidates per post after conducting different selection tests.
1. Identify and state the next three steps for choosing the best candidate out of the short¬listed candidates.

2. Also identify two values which Nishant wants to communicate to society by setting up this manufacturing unit.

3. (CBSE, Delhi 2013; OD 2013)
Answer:
1. The next three steps to be followed by Nishant in the selection process after giving an advertising and short listing ten candidates per post after conducting different selection tests are as follows:

· Employment Interview: It is a face-to-face interaction between the interviewers and prospective candidate. It involves a formal, in-depth conversation that is conducted to evaluate the applicant’s suitability for the job.

· Reference and Background Checks: At the time of filling up of the job application form,the prospective candidates are required to provide names, addresses, and telephone numbers of references for the purpose of verifying information and gaining additional information about him/her.

· Selection Decision: The final decision about the selection is made from among the candidates who pass the tests and interview.

· The two values that Nishant wants to communicate to the society by setting up this manufacturing unit are:

· Rural development

· Gender equality

Question 16.
Harish, the director of a company, is planning to manufacture stuffed toys for utilising waste materials from one of his garment factories. He decided that this manufacturing unit will be set-up in a rural area so that people of that area will have more job opportunities. For this, he selected Rehman, Anita Banerjee, Harpreet Kaur and Umesh (a differently abled but very intelligent and creative person in designing) as the heads of Sales, Accounts, Purchase and Production Departments respectively.
1. Identify and state the next three steps that Harish has to follow in the staffing process after selecting the heads of different departments.

2. Identify any two values that Harish wants to communicate by setting-up this manufacturing unit. (CBSE, Delhi 2013)
Answer:
1. The next three steps that Harish has to follow in the staffing process after selecting the heads of different departments are as follows:

· Placement and Orientation: Placement refers to the process of giving the charge of the job for which they have been appointed. Orientation may involve a series of activities related to introducing the new employee to other employees and familiarising him with the rules and policies of the organisation. Moreover, he is taken around the workplace and made aware of the fire safety policy, canteen, conference room etc.

· Training and Development: Organisations either have in-house training centres or make alliances with training and educational institutes. This is done to ensure continuing learning of their employees and in order to strengthen their competencies for both present and future jobs. This helps to motivate them and enables them to perform better and contribute more towards the realisation of the organizational effectiveness and efficiency.

· Performance Appraisal: It is a process of evaluating the worth of an employee to the organisation. It may be done in both formal and informal way. The process performance appraisal includes defining the job, appraising performance and providing feedback.

· The two values that Harish wants to communicate to the society by setting up this manufacturing unit are:

· Rural development

· Sustainable development

Question 17.
Sahil, the director of a garments company, is planning to manufacture bags for the utilisation of waste materials from one of his garments units. He decided that his manufacturing unit will be set up in the rural area of Odisha where people have very less job opportunities and labour is available at a very low rate. He also thought of giving equal opportunities to men and women.
For this, he selected S. Chatterjee, Inderjeet Kaur, Aslam and Sarabjeet as heads of the Sales, Accounts, Purchase and Production Departments.
1. Identify and state the next two steps that Sahil has to follow in the staffing process after selecting the above heads.

2. Also identify two values which Sahil wants to communicate to society by setting up this manufacturing unit. (CBSE, OD 2013)
Answer:
1. The next two steps that Sahil has to follow in the staffing process after selecting the above heads are:

· Placement and Orientation: Placement refers to the process of giving the charge of the job for which they have been appointed. Orientation may involve a series of activities related to introducing the new employee To other employees and familiarising him with the rules and policies of the organisation. Moreover, he is taken around the workplace and made aware of the fire safety policy, canteen, conference room etc.

· Training and Development: Organisations either have in-house training centres or make alliances with training and educational institutes. This is done to ensure contiinuous learning of their employees and in order to strengthen their competencies for both present and future jobs. This helps to motivate them and enables them to perform better and contribute more towards the realisation of the organisational effectiveness and efficiency.

· The two values that Sahil wants to communicate to the society by setting up this manufacturing unit are:

· Generating employment opportunities

· Gender equality

Question 18.
Sunder Lai runs a security service providers agency. Considering that psychological testing is a critical step for judging the potential of the prospective candidates for a career in law enforcement, he uses various types of psychological tests as part of the selection processes. This is done to ensure that potential new officers are emotionally and psychologically suited to carry out the requirements of the job.
In context of the above case:
1. Briefly outline any one more type of test that Sunder Lai may use to assess the potential of the prospective candidates.

2. Briefly outline the steps involved in the selection process after conducting the assessment tests.

Answer:
1. Interest Tests: Interest tests are used to know the pattern of interests or involvement of a person.

2. The further important steps in the process of selection, after conducting assessment tests are as follows:

· Employment Interview: It is a face-to-face interaction between the interviewers and prospective candidate. It involves a formal, in-depth conversation that is conducted to evaluate the applicant’s suitability for the job.

· Reference and Background Checks: At the time of filling up of the job application form, the prospective candidates are required to provide names, addresses, and telephone numbers of references for the purpose of verifying information and gaining additional information about him/her.

· Selection Decision: The final decision about the selection is made from among the candidates who pass the tests and interview.

· Medical Examination: After the selection decision and before the job offer is made, the candidate is required to undergo a medical fitness test.

· Job Offer: The next step in the selection process is job offer, given to those applicants who have passed all the previous tests.

· Contract of Employment: After candidate accepts the job offer, a contract of employment is issued. Basic information that should be included in a written contract of employment will vary according to the level of the job, but it will include information like job title, duties, responsibilities, date of joining, pay and allowances, etc.

