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This module covers the following topics-

Meaning: Staffing has been described as the managerial function of filling and keeping
filled, the positions in an organisation structure. This is achieved by, first of all,
identifying requirement of work force, followed by recruitment, selection, placement,
promotion, appraisal and development of personnel, to fill the roles designed into the
organisation structure. Need and Importance of Staffing: In any organisation, there is a
need for people to perform work. The staffing function of management fulfils this
requirement and finds the right people for the right job.

The staffing function has assumed greater importance these days because of rapid
advancement of technology, increasing size of organisation and complicated behaviour
of human beings. The ability of an organisation to achieve its goal depends upon the
quality of its human resources.

Staffing Process: The prime concern of the staffing function in the management
process is the timely fulfilment of the manpower requirements within an organisation.
Estimating the Manpower Requirements: Performance of each job necessitates the
appointment of a person with a specific set of educational qualifications, skills, prior
experience and so on. Operationally, understanding the manpower requirements would
necessitate workload analysis on the one hand and workforce analysis on the other.
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 from among the pool of the prospective
job candidates developed at the stage of recruitment.

Placement and Orientation: Orientation is introducing the selected employee to other
employees and familiarising him with the rules and policies of the organisation.
Placement refers to the employee occupying the position or post for which the person
has been selected.

Training and Development: What people seek is not simply a job but a career.
Everyone must have the opportunity to rise to the top. The best way to provide such an
opportunity is to facilitate employee learning.

Prepared by-
Kishore Kumar, PGT
AECS Narora

Page 1 of 1




