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1. Give short answers to the following questions:                                                                        (20)

i. What is Appraisal?

This is company and again usually designed by the HR department to formalise the process and keep it consistent across the organisation. Appraisal is the official or formal assessment of the strengths and weaknesses of someone or something. Anything positive and negative their strengths and weaknesses, can be evaluated. This is not only useful for management but also for the individual employees. Appraisals are vital for administrative decision makers. Appraisals help supervisors and employees to identify strengths. These include decisions about selection, salaries, training, promotion, and transfers. Your people are important assets in your business, ensure they are engaged with your business, ensure they feel empowered to be part of a bigger picture, appraisals provide an opportunity to listen to your employee and listen to their requirements to be able to perform better. The more regular you do appraisals, the easier and quicker they job become. 





ii. Outline the goals of an effective performance appraisal.

Coming from the company’s perspective, these appraisals identify where productive and efficient work is being done, and if the work assists in meeting objectives, both of the organization and of individual departments. Clear communication of work expectations is necessary to ensure the employee can perform his/her functions properly. An effective performance management process enables managers to evaluate and measure individual performance and optimize productivity. The main objective of performance appraisals is to measure and improve. These should have grown from job analysis and job description. The standards for performance must be clear and objective enough to be understood and measured. This is a way of helping team members work together in a more effective manner. Team members will know more about each other than anyone else in the company. Using multiple people to assess someone ensures that team members become more accountable to each other.




iii. Explain the steps involved in the appraisal process. 
The managers must determine what outputs, accomplishments and skills will be evaluated. The line manager is responsible for understanding the objectives and goals of the department they manage, the individual team members within it, their contribution, their skills and what they individually need to achieve to deliver the objectives. Few steps really important involved in performance appraisal process are. Setting the Performance ( job analysis and job description). Communicating the Performance to the Employees (to be communicated to the respective employees so that they come to know what expected of them).
Measuring the Actual Performance (The actual performance of the employees is measured on the basis of information available from various sources such as personal observation).
Comparing the Actual and Feedback (Review and discussion of the appraisal with the concerned staff).
Corrective Actions (The areas needing improvement are identified and then, the measures to correct or improve the performance are identified and initiated.


iv. What are the benefits of an appraisal programme?

The most significant benefit PROGRAMME of the appraisal system for the manager or the head of department is that it provides a document of employee performance over a specific period. It can be used to monitor the success of the organization’s recruitment and induction practices. Helps identify problems, clarify expectations and plan for the future. It lets both manager and employee set up long- and short-term goals. Appraisal system also helps the management in deciding about the promotions, transfers and rewards of the employee. It would be able to come up with ideas for improvement and development of an overview of individual jobs and departments. The appraisal also helps company of team and individual goals and targets to organizational. It motivates employees if supported by a good merit-based compensation system.


           


     v.         Write short notes on the following appraisal methods:
A performance appraisal is very important in an employee's career. The employers are in position to guide the employees for a better performance. This is potential present in a person for further growth and development and strengths and weaknesses of employees to place right men on right job. Line managers are ultimately responsible for the appraisal process within their employee management responsibilities. Paired comparison is a good way to weigh up the importance of different courses of action. It is particularly useful when there are priorities that compete in importance. Citing many different behaviour patterns that the employee displays is helpful because the employee can be shown which of his/her behaviours are desirable and which need improvement. When dealing with the individual employee’s goals, the manager and the employee together identify the goals that are necessary for the employee to fulfil his/her job requirements as determined in the job analysis. So, it is necessary in this step to find what activities and what resources are needed to successfully complete every activity.
When this is done, the manager, line manager or HR person will discuss the results with the employee and provide feedback.



a.      Critical incident methods

Critical incident method may be employed in a variety of ways such as observation or recall through in-depth; systematically identifying behaviors that contribute to success or failure of individuals or organizations in specific situations. The focus should be on behaviors which are critical to working effectively and judging performance. Citing many different behavior patterns that the employee displays is helpful because the employee can be shown which of his/her behaviors are desirable and which need improvement. If the assessment is that the employee is ‘aggressive’ or ‘relaxed’ for example, it does not express how the job is actually being done. There are, however, some negatives to this which are: Sometimes: Supervisors tend to not want to write reports daily or even weekly for every one of their subordinates because it is time consuming and burdensome for them.  Critical incidents are not easy to measure so comparing and ranking of subordinates is difficult.

:



b.      Behaviorally - anchored rating scales

This rating scales with labels or anchors reflecting examples of poor average and good behavioural incidents or job performance. These scales are a mix of major elements from the critical incident and graphic rating scale methods. The behavioural examples are then interpreted into appropriate performance dimensions. Behaviourally anchored rating scales identify certain observable and measurable job behaviour. These scales are a mix of major elements from the critical incident and graphic rating scale methods. The assessor must rate the employees based on certain points along. The above results are a behavioural description of how the employee anticipates, plans, performs, resolves immediate problems, carries out orders, and manages emergency situations. These rating scales evaluate the effectiveness of other organizational programs selection, training and verification check of the relationship of critical incidents to performance dimensions.




CaseStudy                                                                                                                     (10)

You   are a regional  manager  of   a   chain  of   stores,  which   sells  computer  equipment  and accessories, mainly, based out of town in retail parks. A new manager has been appointed to one  of  the  stores,  which  employ  20  staff.  This store  is  currently  experiencing  a  number  of challenges which John wants the new manager to address.
Among these are the following:
•       A growing absence problem among the store’s staff
•	Deterioration in staff morale, largely due to unpopularity of the previous manager, who left suddenly a month ago
•       Sales have been falling since a rival have opened a store on the same site.
The company has a formal appraisal process for all staff but the previous manager is known to have neglected this area. Based  on  the  above  issues,  select  which  you  think  are  the  most appropriate objectives to be included in an annual performance management plan, and compile a  suitable  set  of  performance  objectives  for  your  newly  appointed  manager,  complete  with measures and time scale.

[bookmark: _GoBack]The line manager plays an important role in the operation of many businesses and helping for all store managers (area) in the company. The individual is responsible for managing employees and resources in pursuit of achieving specific functional or organizational goals. First job I need to talk to the Manager about the staff. He needs to make Goals of Performance Appraisal and Graphic Rating Scale, because He doesn’t know the staff at all. Using a graph as a rating scale is one of the oldest ways of assessing employees. Graphs can be designed to assess quantity and quality of work, co-operation, loyalty, reliability, honesty, attitude, and attendance and offers comprehensive feedback from peers, reporting staff and managers/supervisors. It is usually better than feedback from only one source or person. It also helps in saving time for managers because other people participate in getting the feedback as well so it doesn’t all fall on the manager. It is important to get feedback from co-workers because it assists employees understand how other workers view their work. The main point is to provide employees opportunities to talk and share their experiences. Career development and Organisational career planning involves the company identifying paths and activities for employees to develop in their respective areas. Successful career planning depends on whether or not a company can satisfy those that are considered the most crucial to employee development and the achievement of the organisational goals. Before give any advice about the performance objective. The effective performance objectives for employees it is imperative to take several performance related factors into consideration. (Knowledge of Work, Quality of Work, Dependability, Initiative). When you write a performance objective the employee should better understand management's expectations of them and their position in the company. Create sales and marketing strategies, because rival have opened a store.  
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