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Warlus, Karl Markx, J.S. Mill, malthus, Ricardo, Pigou, Jevons, pareto,
Marshal, Bawerk, Tinbergen, Hicks, Robbins, Keynes, Schumpeter,
Artherlewis, Tobin, Leontief, Kuzentes, Kindle Berger Milton Friedman,
Rabertlucas, Stiglitz, Solow, Samuelson, Robert aumann, J. Stigler Nash,

Stiglitz, Vernon smith, Amartyakumarsen, todaro, Granger, M.S. Sholes.
Paul Krugman Robert Mundell, Schelling.
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human resource planning: is a process by which an organization ensure
that it has the right number and kinds of people at the right place right
time capable of effectively and efficiently completing those tasks that
will help the organization achieve its overall strategic objectives.
Coleman: has defined HR planning as the process of determining
manpower requirement s and the means for meeting that requirement
sin order to carry out the integrated plan of the organization. Needs and
importance of HR planning ? objectives of HR planning: the major
objectives of human resource planning in an organization are to 1-
ensure optimum use of human resource currently employed2-avoid
balances in the distribution and allocation of human resources3-assess
or forecast future skill requirements of the organization overall
objectives4povide control measure to ensure availability of necessary
resources when required 5-control the cost aspects of human
resourceb-formulate transfer and promotion policies.
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Assessing current human resources: 1-HR planning starts with
determining the current status of human resource. this is an internal
analysis of the manpower available within the organization. it includes
an inventory of the people and the skills available. A comprehensive job
analysis is mandatory to understand the jobs and the skills required for
each 2-the inventory includes a list of names of employees on the rolls,
their education, training, prior employment, capabilities, and special
skills. 3-this inventory is use full in determining (skills available, new
opportunities, selection, training and executive development. transfers,
promotion, career planning and management. 3-the human resource
inventory provides crucial information for identifying current and future
manpower problems.

Job Analysis: a start point for identifying manpower is to first understand
what are all the jobs available in the organization and the knowledge,
skills and ability of required for each. This is possible through a good job
analysis. let us see what it is?

Job Analysis: job analysis defines clearly the job within the organization.
the behavior needed to perform these Job is also identified. job analysis
obtains information about all jobs in the organization. this information is
used to develop job description, job specifications and to conduct job
evaluation. these are useful to identify individuals suitable for
recruitment. it also provides information about training needs of
employees. it is valuable for performance appraisal, career development
and compensation administration. a good job analysis provides up to
date, accurate information on the tasks, duties, scope and position of
employees.

Job Description: job description is a written record of the duties,
responsibilities and requirements of a particular job, it is concerned with
the job itself and not. With the work. It is a statement describing the job
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in such terms as its title. Location, duties, working conditions and
hazards. in other words, it tells us what is to be done and how it is to be
done and why. It is a standard of function, in that it defines the
appropriate and authorized contents of a job

1-job identification (job title, alternative title, department, division. plant
and code number of the job)2-job summary3-job duties4-relation to
other jobs 5-supervison 6-working conditions (cold, heat, dust, wetness,
moisture, fumes, odor, oily condition)

Job specification: the job specification indicates the minimum
gualification s that the jobholder must possess to perform the job well.
it identifies the knowledge, skill, and abilities needed to do the jo
effectively.

A:physical characteristics , which includes health strength endurance,
age-range, body size height, weight , voice, eye, hand and foot co-
ordination.B:psychological characteristics or special aptitudes which
include such qualities as manual dexterity mechanical aptitude ,
ingenuity, judgment, resourcefulness ,analytical ability and mental
concentration C:personel characteristics trait of temperament such as
personal appearance good and pleasing manners emotional ability ,
leadership, cooperativeness, initiatives and drive skill in dealing with
others. D: responsibilities which include supervision of others
responsibility for production, process and equipment responsibility for
the safety of others responsibility for generating confidence and trust
responsibility for preventing monetary loss. E-other features of a
demographic nature which are age, sex education experience and
language ability.
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Meeting future human resource

future human resource needs are determined by organization’s mission,
goals and strategies. demand for employees is a result of demand for the
organization’s products or services.
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historical comparison4slae Ao )G-)

in this technique. past trends are used to project the future. trends are
meaningful when organizations are exposed to stable conditions. yet. in

a dynamic competitive environment past trends may not provide an
accurate prediction of the future.
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Experts committee: in this approach, experts familiar with employment
trends estimate the organization’s future needs. these estimates are
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based on their experience and judgment of the future prospects of the
organization.

aday) Y

Correlation: human resource requirement is observed to fluctuate | the
same pattern as some other variable (for example demand).it is possible
to forecast the human resource requirement by correlating it to demand
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deciscion model: More particularly quantities ones, can be used for
demand forecasting linear programming are used widely to predict
human resource requirements these models consider the relationship
between a number of variable.
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Task analysis: each job is analyzed to determine tasks or duties expected
of it. It clearly identifies what needs to be done on the job. this method
is tedious, takes time and is costly .it useful to identify shortage of skills
required within the organization.
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Definition of selection: to select means to choose selection is a part of
the recruitment function. it is the process of choosing people by
obtaining and assessing information about the applicants (age,
qualification, experience, and qualities) with a view of matching these
with the job requirements and picking up the most suitable candidates.
the choices are made by elimination of the unsuitable at successive
stages of the selection process.

Purpose of selection

1-to pick up the most suitable person who would match the
requirements of the job and the organization 2-a secondary objective in
selection could be to choose the best person available.

Criteria of selection

1-selection decisions are usually based on how an applicant is rated
(rather, predicted) in terms of the likelihood of success on the job2-job
analysis and job description provides the basis for determining relevant
criteria3-frequently educational qualifications, technical skills and
achievements4-integrity loyalty, initiative/drive. Resourcefulness and
intelligence/mental alertness.

Selection process: the selection process covers the period from the job
specification and initial contact with the applicant to his final acceptance
or rejection.

Key steps in selection process: 1-completion of application form2-initial
screeining3-employment test A-written tests B-performance stimulation
tests C-work sampling D-assessment centers4-comprehensive
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interview5-background investigation 6-physical examination7-final job
offer.

Socialization: it is a process of adaption. The socialization process1-
prearrival 2-encounter3-metamorphos: positive outcomes, productivity,
commitment, loyalty, low turnover.

Training: Definition of training: Edwin B. Filippo: training is the act of
increasing the knowledge and skills of an employee for doing a particular
job training involves changing knowledge. Skills and attitudes it also
involves changing social skills to suit organizational needs training is
confined to operatives.

Objectives of training: the primary objective of training is 1-to prepare
employees —both new and old, for promotions to positions which require
added skill and knowledge2-to bridge the gap between existing
performance ability and desired performance.

Need and Importance of traningl-increasing productivity 2-improving
quality3-helping a company fulfill its future personnel needs4-improving
organizational climate5-improving health and safety 6-obsolescence
prevention 7-personel growth

Training methods1-on-the-job training2-off-the-job training. On the job
training: this is perhaps one of the most popular methods of training. the
employee observes other at their job the employee then learns by doing
the job. Two popular on the job training techniques are: 1-
apprenticeship programs2-job instruction training.

On the job training 1-apprenticeship programs: learning of skilled trades
is facilitated through apprenticeship training the apprenticeship period
usually extends to a year. For more complex trades the periods may have
extended longer the apprentices are usually paid a stipend which is much
lower than the pay of a regular employee at the end of the
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apprenticeship they may be absorbed into a regular post during the
period of apprenticeship. The apprentice trains under the guidance of a
superior.

On the job training: job instruction training: this is a systematic on the
job training developed during the world war2nd. It facilitated training of
operatives by their supervisor. it consists of four steps they are 1-
familiarizing the trainee about the job this reduces anxiety about
uncertainties2-giving key information about the job and clear instruction
about doing it 3-prcatice sessions to ensure that the trainee has
understood the job.4-working on the actual job. In case there is a
problem a pre-designed superior helps out. This method is found to
improve productivity and reduce risk of rejects. it also improves the
guality of the output. Even today. It is used in the manufacturing
organization as an effective method to train workers.

Off-the-job training: in this method, the training is done always from the
workplace. there are a number of techniques used in this method of
training. while some are very easy and use simple equipment some other
are complex and require sophisticated equipment. Four popular off-the-
job training techniques are 1-lecutre 2-films3simulation.case exercise,
experiential learning, vestibule training, complex computer modeling

Process of designing a training program

Process of designing a training program: training programs are costly
propositions. they are time and energy consuming too. Hence the
training program s should be framed with great care and caution. the
following steps should be take while developing a training program these
steps usually involve a considerable amount of dialogues between
personnel department professional and other supervisors and
managers. 1-determining the need and priority for training. Mc.Guhee
and Thayer have recommended the following three-steps approach in
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order to determine training need A-organizational Analysis-B-man
analysis-c-operational analysis

Process of designing a training programs: 2translating needs into
objectives and establishing training goals and objective: once the training
needs have determined, the next important step is to translate the skills
needed into specific training objectives or desired outcomes of training
objectives. these training objectives or goals are then used to determine
the specific courses that will be offered. training objectives should
include such matters as specific skills to be taught, the number of people
to be trained and from which units, and the period within which such
training should take place.3-selecting trainees: selecting individuals or
groups for training is A very complex decision for the firm and the
individuals chosen. form the firm’s perspective. Providing the right
training to the right people can help to create and maintain a well-
trained and stable work force.4-making the curriculum and choosing
training methods after-deeming training objectives and translating into
specific course areas, the trainees are identified and evaluated
management will be in in a position to decide the overall curriculum I.E.
the arrangement of courses to be offered. the curriculum is a sort of
grand plan of what training is to be presented and with what frequency.
however, apart which must be added to this grand plan is the matter of
training method will the training be on the job. Off the job, prior to
employment, or prior to a formal assignment? will it be done by lecture
computer assisted, or carried out by some other method? will it be long-
term or short-term? 5-preparation of training budget6-selecting trainers
and providing training to trainers7-using selected training technique8-
evaluation system of training program1-determining whether a program
meets its objectives or goals 2-identify strengths and weakness in the
training process 3-caculate the cost-benefit ration of a program4-
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determine who benefited the most from a program and why 5-establish
a data base for further decision about the program.

Development:

Management or executive development is an educational process
utilizing a systematic and organized procedure by which managerial
learn conceptual and theoretical knowledge for general purposes.

Training and development compared

No Point of | Training Development
distinction
1 Contents Technical and | Conceptual and
mechanical philosophical
operation concepts
2 Participants Non managerial | Managerial
personnel personnel
3 Time period Short one short | Long-term
affair continuous
process
4 Purpose Specific —job | Total
related skill personality
5 Initiative From From individual
management — | himself-internal
external motivation
motivation
6 Nature of the |Reactive Proactive
process process to meet | process to meet
current need future needs

Performance appraisal

Definition of performance appraisal
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Performance evaluation, progress rating, merit evaluation
According to yorder

Performance appraisal refers to all formal procedure used in working
organization to evaluate contributions and potential members

Performance appraisal is the systematic evaluation of each employee
with respect to his performance on the job and his potential for
development

Performance appraisal
Definition of performance appraisal

Various name of PE: performance evaluation, progress rating merit
rating, merit evaluation

According to Yorder

Performance appraisal refers to all formal procedures used in working
organization to evaluate contributions and potential of group members.

Performance appraisal is the systematic evaluation of each employee
with respect to his performance on the job and his potential for
development

Nature of performance appraisal

1-it is a process of evaluating the performance of employees 2-it is the
systematic examination of an employee’s strength and weakness in
terms of the job requirement3-it is an ongoing or continuous process
wherein the appraisal is done periodically according to a definite plan4-
criteria 1-knowledge of work2-ability to do the work3-qulaity and
qguantity of output4-relations with superior’s peers and junior 5-
personneel qualities like dependability adaptability, initiative,
leadership, etc.
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Objective of performance appraisal

1-to provide a record of each employee’s performance for the purpose
of determining wages and incentive pay. 2-to identify the employees
who have been placed on wrong jobs to transfer them to the job for
which they are better suited3-to know the quality of performance of
each employee and identify their strength and weakness4-to design
training program for the improvement the quality of personnel 5-to
facilitate the employee to know his performance level and take steps to
develop himself6-to locate employees who have adequate potential for
promotion and devolvement 7-to serve as the basis of personnel
decisions like transfer and promotion.

Significance of performance appraisal

1-it provide data about past present, and expected performance of the
employees which is helpful in taking decision on selection, training and
development, increase in pay, promotion, transfers etc.

2-benefits of performance appraisal are as follows

1-it helps the supervisor to evaluate the performance of his employees
systematically and periodically. it also helps s him to assign that work to
individuals for which they are best suited 2-it helps in guiding and
correction of employees 3-it can be used as a basis of sound personnel
policy in relation transfer and promotion

4-it can be used to evaluate the effectiveness of training program5-it will
prevent grievances and develop a confidence among the employees.
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5 types of economic integration

1- Free trade area
2- Customs union
3- Common market
4- Economic union
5- Political union

Regional economic integration

1- Free trade area

All barriers to the trade of goods and services among members are
removed each member country can determine its own trade
policies with regard to non-member countries

Example: EFTA (European Free Trade Association) NAFTA (North
American Free Trade Agreement) Include USA, Canada and Mexico
2-customs union: Eliminate trade barriers between members
adopts a common external trade policy: Example: Andean
community. Includes Bolivia, Colombia, Ecuador, Peru and
Venezuela establishes free trade among member countries and
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imposes a common external tariff (5%20%) on products imported
from outside.

3-common market: has no barriers to trade between members has
common external trade has common external trade policy allows
factors of production to move freely among members. Example:
MERCOSUR include Argentina, brazil, Paraguay and Uruguay aim to
eventually establish itself as a common market. =custom union +
free movement of labor and capital.

Economic union: allows free flow of products and factors of
production between members-has common external trade policy2-
has common currency-harmonization of member’s tax rates-has
common fiscal and monetary policy-example: European union
consists of 27 European countries. However, not all members
adopted the Euro (currency of the EU) and difference in tax rates
across countries still remains.

5: political union: the move towards economic raises the issue of
political union coordinates the economic, social and foreign policy
of the member states EU is on the road towards at least partial
political union. Example European Parliament is elected by citizens
of the EU countries.

1-economic case for integration
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countries specialize achieves additional gains from free yar—aii A S
trade beyond the international agreements such as WTO.

2. political case for integration: economic interdependence () creates
incentives for political cooperation--- reduces potential for violent
confrontation(<<s)Example: after world war 29, the European nation-
states were no longer large enough to hold their own in world markets
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and world politics a united Europe was needed to deal with the United
States and the politically alien Soviet Union the European community
(EC) was established (the forerunner of the EU)

& se (S 7 4 dLaBlilmpediments to integration
Integration is hard to achieve and sustain for 2 reasons:

1 nation may benefit but groups within countries may be hurt example:
under NAFTA, Canadian and US firms moved production to Mexico

2 potential loss of sovereignty<—xSlaand control over domestic issues
Example; Great Britain remained using its British currency instead of the
Euro.
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Purchasing 425 u

Acquiring goods/services to satisfy organizational needs.
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Its role is to buy goods/services at best price, and to ensure consistent
and reliable flow of goods (from market to organization)

Procurement<S )i

Is identifying right needs, conducting purchasing, and managing
suppliers. Procurement is an umbrella term which covers purchasing. the
process of procurement is also broader than purchasing. it includes few
activities prior to and few activities after actual purchasing. purchasing is
more like a making a transaction, whereas procurement deals with
creating and maintain fruitful long-term relationship with suitable
suppliers.
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Participants in the organizational buying process —the buying center
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Control the flow of information to other people involved in purchasing
process.
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Buyers 5535 m-0
The person who actually place the order
DecidersissS o S -7

Person with final authority

controller s ol 5 yis-V

The person who determine the budget.
the role of procurement Js_ <S5l 43g3a
Purchasing as a factor in profitability is very critical because:

1- Bought-out items form a high proportion of total expenditure
2- Short-run prices fluctuate
3- Markets for the finished products are highly competitive.
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right quantity<usS musaa

right time—a s rsaa

right priceced msaa

right source(supplier)gic zsaa

additional objectives—alaal i

to supply the organization ol 53l sed 6w slgni (S a3 49 Ui Hla gle

with a flow of materials and services to meet its needs
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To ensure continuity of supply by maintaining effective relationship with
existing sources and by developing other source of supply, to buy
4cefficiently and wisely, obtaining the best value for every Afghani spent
sl oY 4 iyl o) s (SRl (558 G an (583 ¢ Sl A AS 5 b Sise

to select the best supplier in the Jslatil SGs ¢S 4nia jo 5 560 (S GuS Hla 4y
market

G NA PR A palaad

Characteristics of modern selling

customer
retention and
deletion

adding database and
value/satisfying knwoledge

selling management

problem solving customer
and system relationship
selling management

marketing the
products
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s — i g9 Aa-Opresenting the sale messagedsS 2l y5 aliay DA A0
closing the sale : closing the sale refers to obtaining a final agreement Js<
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serving the account: how with B2B.2-how J S <waa 5 jidaa-7to purchase
with B2C?

the procurement process 4 s Sl g (e

1- Understand need and develop a high level specification

2- Market/commodity and options (including make or buy
assessment)

3- Develop strategy/plan

4- Develop documentation, PPQ/detailed specification

5- Supplier selection to participate in ITT/RFQ/negotiation

6- Issue ITT/RFQ

7- Bid/tender evaluation and validation

8- Contract award and implementation

9- Contract performance review and continuous improvement

10- Asset
management and lesson learnt.
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Accounting is the language of business is called Accounting or
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(Objective of Ledger)
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Adjusting Entries
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Arrears, Expense Due, Expense payable, Expense owing .

92



(c) ketabton.com: The Digital Library

(S 4y axd (i jlas 42 (Prepaid expenses) wijlas (5 s 4ol Sd ¥
a8y, gl asidy 8 jlas Sl G s Chas 4y a2 Al 4 S 4l g
itk 4 6L 5 oS G S AAR 6 jliaas (S Gla 4 )l ) (S8 e jlan J g9

L E S G Qs 4y S (g pied (S

LS Al (SAR pa o Sy gl sl jlilledan 4 (25 glaS s las 42

A G AR (2 Glule 4xa (Accrued income) Glule SGsnS a4 LY 5 Y
S Gl 4 O gl (IS0 oaeala Al Hha gad g byl (IS SGsaS Ay i aaX
LSS oo o LS 3 S Gl 4 5l o (5 S G o pm silles

A A3 Hise g9 S 4 o Dlale 428 (Unearned Income) Slule Sdy €
C 8 s e ) neSecasdieay) Sed ga
594y D (S 0Bl b4 o) S @S a silales (S Glua 4 o)l (S0

S sl sl gad g salidas saal Lagee (Deprecation) Jibl— 8
08 el Jals g ‘;;J}#u\);‘a\ﬂés‘a\w;w

4 shlus s 53 o g Jlanionl 4y bl (sad i (S 50,5 49 590 gzl (5 a0
Sl wsn sy ogbasia Gl w8 o (g pS Asial ) eSS Ou) )l i
G Ay 68 jland Gl jia (S Glaa 4 05U ) (380 (s silaal B a5y (il 8
TFEQUIRS ¥ NI PNV JPR, WOTRP TN DN 35 PUNGPSC PYRTE
oS oaldil 43X 2 giie el b o Legas ol latin Gibe By (g S Cuy S
Ledde eV 4 o ds ) o

335 sblary (ol o= s S

93



(c) ketabton.com: The Digital Library

oae 4y shlag sad g

SN AN A8 ol oS (padT AllS Vo jee (oAl HlKE iy (gl 68 (5 g0y (DG
:j)SM\AAdeQQMy@:&Lu)é@SS%JLﬁ#ﬂJQﬁy@dp)ﬂ.}\~~~~LJ)LA.A

\hhhh:u%b)é@ﬁ: \"' b)”.l

%94



(c) ketabton.com: The Digital Library

Dgysl)y S

(Financial statements)
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Definition: A set of accounting reports are called financial statements.
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(Income statement) :bus ol 55 o) 8o 1
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The conventional and modern theory of investment, where investment
is determined by the price of capital service in relation to the output
prices.
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The price of capital services depends in turn on the prices of capital
goods, the price of tax and the price of tax treatment entering the
business sector. thus, the change in output or the price of capital services

related to output prices changes the required investment.
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