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“The penalties for not being correctly staffed are costly.”      
       5.1: Concept of Selection

Selection is the process of choosing the best candidate from the numbers of candidate. it is process of collecting the all necessary information and matching the desired skills with the available skill. It is process which help to distinguish best candidate from the normal one. It comes after recruitment.

In the opinion of Koontz 1 et.al, Selection is the process of choosing from among the candidates from within the organizations or from the outside, the most suitable person for the current position or for the future position.”
         5.2: Steps in Selection
          There is no standard procedure to select different types of employees. In practice, selection procedure 

          differs from organization to organization. The main steps in selection procedure may be as follows:       

1. Preliminary Interview: 
The main purpose of this type of interview is to eliminate the totally unsuitable candidates. It helps to determine whether it is worthwhile for the candidate to fill in an application form. Preliminary interview provides basic information about candidates.

         2. Application Blank:
Candidates who get through the preliminary interview are asked to fill up a blank application form          specially designed to obtain the required information about the candidate. Application blank provides          a permanent record of the candidate’s education, experience, interests, etc.in his own handwriting.

3. Selection Test:

These are used to measure such skills and abilities which are required for efficient performance of the Job. Several types of tests are used in practice for screening applicants. Tests have become an important device in the process of selection.

4. Employment Interview:

It is a face-to-face interaction between the employer and the candidate. The main purposes of employment interview are: a) to check the information, b) to seek more information about the candidate, c) to test the qualities of the candidate, and d) to inform the candidate about the job and the organization.
         5. Checking References:
         Candidates are required to provide some references, i.e., names of persons to whom inquires as to his 

educational background, experience, ability, character, etc., could be addressed.       


1. Koontz and o’ Donnel: Principles of Management, Mc-Graw Hill Book Company, New York, 1972, P.418.

6. Group Discussion:
This method is being increasingly used for the selection of executives and civil servants. Under this method, several candidates are brought together and given a topic for discussion. Interviewers sit at the back and observe how each candidate participates in the discussion. This method reveals personality characteristics, communication skills, ability to argue logically, etc.
7. Physical Examination:

Physical examination or medical examination of a candidate is carried out to ascertain his physical fitness for the job. It also prevents communicable diseases entering the organization. 

         8. Final Approval:

After screening the candidates a list of suitable candidates is prepared. The list is sent to the line manager who requisitioned the personnel. He gives the final approval. The candidates formally approved by the manager concerned are appointed by issuing appointment letters and concluding service agreements.
         5.3: Selection Test
Tests may be classified as follows:

1. Aptitude Tests: These tests measure the latent ability of a candidate to learn a new job or skill. Such tests are of the following types: 

a) Intelligence Test:  This test measures the intellectual capacity of a person. It helps to determine a person’s memory, reasoning skill, comprehension, perception, etc.

b) Mechanical Test: This test measures a person’s capacity to learn a particular type of mechanical work. Capacity for spatial visualization, specialized knowledge of techniques, problem solving ability, technical vocabulary, etc. are judged in this test. 
c) Psycho-motor Test: This test measures a person’s ability to perform a specific job. It helps to determine mental dexterity or motor ability of a person.
2. Achievement Tests: These tests measure what a person can do. Such tests are of the following types:
a) Job Knowledge Test: These are used to judge proficiency in typing, shorthand, adding machines, dictating and transcribing machines, etc. Such tests are useful in the selection of typists, stenographers, office workers and the alike.
b) Work Sample Tests: In this test, a candidate is given a piece of work to perform in order to judge the efficiency of the candidate. 
3. Personality Tests: These are used to judge the psychological make up of a person. These are of three types:
a) Objective Test: This test measures neurotic tendencies, dominance-submission and self confidence.
b) Projective Test: In this test, a candidate is asked to project his own interpretation on to a certain stimuli like ambiguous pictures, figures, etc.There ways he responds to these stimuli reflect his own values, motives and personality.
c) Situation Test:  This test measures a candidate’s reaction when placed in a peculiar situation. It determines the ability to under grow stress and his demonstration under pressure. 
4. Interest Test:
This test determines a candidate’s likes and dislikes in relation to work. This test is used to discover a person’s areas of interest and to identify the kind of work that will satisfy him.

        5.4: Interview & Its Types

An interview is a conversation between two or more people (the interviewer and the interviewee) where questions are asked by the interviewer to obtain information from the interviewee. Different types of interviews are given below:
a) Structured Interview:

The interviewer has a list of questions with answers prepared well in advance. The candidates interviewed are   asked questions only from the prepared list. Marks may be awarded to the candidates based on the answers they give and thereby their suitability for the job may be assessed.

 b) Unstructured Interview:

In this case the interviewer does not keep any list of questions. He can ask any question that he thinks is relevant and see how the interviewee responds. Sometimes the interviewer may ask candidate to express his views on the job he has applied for, the work he did earlier, the organizations he served earlier, the present organization and so on. The interviewer, in this kind of an interview is a patient listener.

c)  Depth Interview:

Conducted usually on one to one basis, an IDI is designed to reveal the underlying motives of the interviewee’s attitudes, behavior, and perceptions.

 d) Stress Interview:

Stress Interview, as the name suggests, is the interview in which the interviewers try to ‘discomfort’ the candidates in various ways and observe how they react to various difficult situations. The interviewer may show ‘arrogant / sarcastic / argumentative’ attitude and try to put under pressure by making statements like ‘I don’t think you will fit this position’ or ‘You don’t know anything, so I am not sure how you completed your studies’…Sometimes the interviewer does not ask any questions. He will be silent and taking some notes about how you are reacting when various questions are being asked. There are many ways to conduct stress interview. For example, some people may make you wait long for interview and see if you become impatient. The basic intention of stress interview is to find out how you react/speak/answer under pressure.

 e) Panel Interview:

In a panel interview (also called committee interview), you will meet with several individuals at one time, typically sitting around a conference table. Many of these interviewers will be your supervisors and colleagues; they may take turns asking you prepared questions. And generally, other candidates will be asked the same questions so that their answers can be compared. Panel interviews were first used in academia and health care industries, but are becoming more popular in corporate sector nowadays.

 f) Group Interview:

The group interview is more stressful than the panel interview. You will be “interviewed” in a group. All the candidates/job seekers will be in the same room during the interview. The group interview will show leadership qualities.
5.5: Distinction between Recruitment & Selection
       Both recruitment and selection are the two phases of the employment process. The differences between
         the two are:

i) The recruitment is the process of searching the candidates for employment and stimulating them to apply for jobs in the organization whereas selection involves the series of steps by which the     candidates are screened for choosing the most suitable persons for vacant posts.
ii) Recruitment is a positive process i.e. encouraging more and more employees to apply whereas selection is a negative process as it involves rejection of the unsuitable candidates. 
iii) There is no contract of recruitment established in recruitment whereas selection results in a contract of service between the employer and the selected employee.

iv) Recruitment is concerned with tapping the sources of human resources whereas selection is         concerned with selecting the most suitable candidate through various interviews and tests.

v) The basic purpose of recruitments is to create a talent pool of candidates to enable the selection of best candidates for the organization, by attracting more and more employees to apply in the organization whereas the basic purpose of selection process is to choose the right candidate to fill the various positions in the organization. 

Review & Discussion Questions
1. What do you understand by Selection? Explain the steps involved in selection function.
2. Discuss various types of employment test in selection.
3. Write short notes on: 
 a) Stress Interview b) Application Blank c) Personality Test

4. “Selection is an elimination process”. Comment. 
5. Distinguish between Recruitment & Selection.
6) Recruitment is a positive process and selection is the negative one.–elucidate the statement.        

7. Read the case given below and answer the questions given at the end.
Case:

Mr. Kapil Kumar and Mr. Abbas Ali were working in a scooter manufacturing public sector industry as Senior Quality Control Engineers in 1988. One post of Deputy Chief Quality Controller has fallen vacant due to the retirement of the incumbent and the management decided to recruit a qualified, knowledgeable and experienced professional from outside so that the present quality standard may be improved thus ensuring better marketability of their scooters in the face of stiff competition. Mr. Kapil Kumar, who was a mechanical engineer with about 15 years experience in the Quality Control Department dealing with mopeds and scooters, could have been promoted to fill the post on the basis of seniority. However, the management was looking for a graduate in statistics with experience in latest Quality Control (QC) techniques like statistical quality control; quality assurance and other related areas rather than a mechanical or automobile engineer with the routine experience in quality control. As such instead of promoting Kapil Kumar, the management advertised for the post of Deputy Chief Quality Controller - since as per company rules it was DR (Direct Recruitment) vacancy also. 
Selection of Outsider

Out of the applications received in response to the advertisement, six candidates were called for interview including the two internal candidates, Mr. Kapil Kumar and Mr. Abbas Ali. The person selected was an outsider, one Mr. Ratnam, who had over 12 years experience SQC, quality assurance etc., in the two-wheeler private manufacturing industry. Mr. Ratnam joined within 2 months time expeding that in his new position he would be the main controller for quality. However, after joining the organization he came to know that he would be the second seniormost person in the hierarchy for controlling the quality and would be reporting to one, Kirpal Sing, the Chief for Quality Controls. Mr. Kirpal Singh had come up to this post by seniority and was basically a diploma holder in automobile engineering. He had to his credit about 28 years of industrial experience, out of which 20 years were spent in Quality Control Department of two industries. He joined the present organization in its Quality Control Department and had 17 years experience in the organization and was due for retirement within the next 2 or 3 years. On learning about the retirement time of Mr. Kirpal Singh, Mt. Ratnam had the consolation that he would be able to take up the position of 'Chief Controller of Quality' very soon.
Interference from Top

Ratnam could not put forth many good suggestions (for quality control) because of the interference and direct supervision of Kirpal Singh. He, however, could pick up a good deal of knowledge about the working of the company, the nature-and tendency of different production department heads particularly with regard to care for quality, organization for 'QC' in the company, the various components required for assembly of the company's two-wheeler scooter and the expected quality standards, drawback in the present system of quality controls. etc.
Right from the time the advertisement for the selection of Deputy Chief Quality Controller appeared, the O.A. (Officers Association) of the organization had been pressing the management to consider the case of Kapil Kumar for promotion to the above post based on his seniority in the organization.
Meanwhile, the management obtained a licence in 1989 for producing Three-Wheeler Autos. As a result of this and the pressure from O.A., Ratnam was transferred to look after the Quality Control Department at the company's new Three-Wheeler plant, whereas Kapil Kumar was promoted as Deputy Chief Quality Controller in the present two-wheeler scooter plant in 1990 (after creating one additional post of Deputy Chief Quality Controller for the new Project).
In 1991, the State Govemment, which controlled the company in question, changed the Managing Director. During the regime of this new Managing Director, Kapil Kumar was promoted as Chief (Quality Controls) next year, when Kirpal Singh retired. This decision was based on the recommendations of Kirpal Singh and partly attributed to pressure from O.A., for further promotion of Kapil Kumar based on his vast experience in the Quality Control function of this industry. Abbas Ali rose to the position held earlier by Kapil Kumar.
Allotment of Company Quarters

The Company had its own township near the factory. Its quarter allotment scheme was based on the length of service, i.e., date of joining. Ratnam had asked for a suitable quarter at the time of interview and was thus allotted a tile quarter meant for the Senior Engineer's cadre. He learnt about this, after occupying the quarter. Ratnarn asked for a change of Quarter - preferably a RCC-roof quarter, - but his request was turned down, since he had put in only few months of service whereas many others senior to him, on the beds of their longer length of service in the Company (having over 10 years service), were staying in tiled-roof quarters and were awaiting a chance for a RCC-roof quarter. Kapil Kumar and Abbas Ali were residing in RCC-roof quarters. Soon after Kapil Kumar's promotion to the post of Chief (Quality Controls), he was allotted a bungalow.
The management's decision in this case must be viewed in the context of the downtrend in the demand for scooters and three-wheeler autos during 1993 following complaints from dealers about the deteriorating quality of components as also their short life. Notably the complaints had risen ten-fold in that year as compared to that in 1988.
Questions:
(a) Was the management justified in taking a decision to recruit a qualified and experienced person from outside as Deputy Chief Quality Controller?
(b) Was it in the interest of the organization to transfer Ratnam to the new auto-wheeler plant and promote Kapil Kumar? What could have prompted the management to take this decision?
(c) How do you view the role of O.A.s in supporting only the local and internal candidates and overlooking the interests of direct recruits even when they were family members of the Association, particularly at a time, when the industry needed professionally qualified persons to fill key technical posts?
(d) How would you react to the management's scheme for quarter allotment and why?
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