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Staffing 

)إدارة ا���ارد ا���
ی� (ا�ّ�����  
 

The managerial function of staffing involves effective recruitment, 

selection, placement, approval, and development of people to occupy the 

roles in the organization structure. Staffing is closely related, therefore to 

organizing i.e. to the setting up of intentional structure of roles and 

positions. 
 


	مو������� �����
������ ������� و ال��ا������ و ل��ل و ا��������ر و ا ال�������� ال�����ا�دارة �
 ا"!��� �ص
 #������ال�)�'��& ال�%���$ل ا"دوار �)��(���2 ال�4س���� وال)� %����2،م��/
.- ,+��'&������ ال�و .#�,  &��'

 .وا"و�8عال6ا�
# ل5دوار 
 

4.1 PERSONNEL MANAGEMENT     ����ّإدارة ش�ون ا��� 
 

Personnel management or human resource management (HRM) is an 

integral but distinctive part of management, concerned with people at work 

and their relationships within the enterprise. Development of human 

resources is essential for any organization that would like to be dynamic 

and growth-oriented. Unlike other resources, human resources have rather 

unlimited potential capabilities. The potential can be used only by creating 

a climate that can continuously identify, bring to surface, nurture, and use 

the capabilities of people. 

 

م ��C  وه��   	 ل�Bدارة،     م'��& ل'�; م���       �A	ء   ه� أو إدارة !4ون ال��ّ���;   �   ال.+/ی إدارة ال��ارد 

)2 ��$ل     ,�ل��س��E$F و &�
��Gی/ ال���ارد ال.+�/ی   و .��� ال�4س �# ال� �  &��F  ّأس�س�ّ# "ي  ���)ّ�م

/ی6     Aو م� �G�+ن ن�'
�ت �� ل.+�/ی� ل�6ی)� إم'�ن   �ل��ارد ا �, $ف م�ارد أ�/ى،    و .��ال�نJ  �K   أن 

   6% O6ودة إلKم /�P ن�ا�مو .م��'  -����6 ی�'; أن ُ
ْ�َ�ْ 6َم F  � ,�س���/ار ی��ا6�A   '; أن�
U م��خ ی
 .ال��س�/,��، و اس� 6ام 6Eرات وال ،)م���/(

 

4.2 ESTABLISHING ORGANIZATION STRUCTURE 
 

���� %�$# ا�ّ�"!� ا� ت
The first step in establishing the organization's structure is the 

development of structural guidelines. The structure should be appropriate 

for and compatible with the external environment, consistent with and 

supportive of organization's critical goals and strategies, appropriate for 

organization's technology and accommodating the differences of the 

people in the organization. The next step is job designing. Job designing is 

the determination of a particular individual's work-related responsibilities.  
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���# إن+���ء  Oة ا"ول�����G الالال &��'�(�)������Y��Z أن ی'���ن ال)�'��& � .�ال.���A����X)���ت ّ� ه��# ن���� ال#
Yس���(         م��U و وو م��ا�U م\ ال.�]� ال �ر��A،       م�
���،   م2F6 ل5ه�6اف و ا�س��/ا
���Zت ال)�م�� ل

���� و و)ّ���; ا��$����ت ال����س ���#  یم��س��Y ل�'��ل�����A الّ��]�)�����ال�. 
���2 ال���^

^��(���� و 2��
&���2 .)ال�^
 .ال�/دی� ال��]�لّ��ت  ی��سY  ال��& الّ_ي و

 

Once jobs have been analyzed and tasks assigned, the next step is to group 

the jobs in some logical arrangement. This step is called departmentation. 

Job content refers to the job or work itself. Since the motivational 

(intrinsic) factors emerge from the work-worker relationship, they are 

included under job content. On the other hand, job context includes 'he 

maintenance factors (extrinsic) because these factors are exogenous to the 

work and the employee. 
 

���Zّ/د و, &���
K
����لا"F و C���^ 
����ل
�Gة الّ��ل���� ه��#  ����ل  ال�)���مّF"ا \���Zو .�
/
ّ  &'��+, ���(
#ّ�G��O     ه_ .م̀�َ
��\  ( a ال �Gة ُZ
�& ال� أوال����� إلO م�)�م ال��&    ی+�/   ).ا"A	اءJ�و .ن� _�� م

    E$ال� #� 	��K�ام& ال�F ر�(�  &�
c�K مK��ً�ى     ����ن    ی �)�2 وال��م�&    � ,�; ال� &��م�; ن�%���    و .ال�
 .ال��ّ�� و ال��&J ;F ه_a ال��ام& ��رA ال�/��8 �ن ال��& ال��ام& ی�[ّ�;أ�/ى، 

 

The two are closely related in most work situations. But observe that 

motivational factors, or job content, are always timely and reinforce 

behaviour as it occurs. They must be present if motivation efforts are to 

reach their zenith. In contrast, maintenance factors tend to be of relatively 

short duration; they lose some of their impact and importance with time. 

Hcrzberg observed that achievement feasibility and achievement itself lead 

to motivation; it is not the reverse i.e. motivation leading to achievement.  
 

��# م�(�2 أو��8ع      و 2����ن م��ّ
��ن ,+'& %dا� &��، أو مK��ً�ى  �ال���K	ی� ��ام�&  ال ل'�ّ; �%�e أن   .ال�
،&��� ,��م& ال�cE و      ال�Xن دا�G.
 م��Aدة ل�^& ه_a ال��ام& '�ن
یYZ أن و .ی6Kث الّ�
�ك آ�� م/
����س إل��O تمZ)���داKال ���(Aو .أو ،i��'ال� O��
Fل������&��ام��& 
ة E^���/ة  إل��O أن 
'���ن ل���6ّال�/����8 
�j�.�ن (� ،#   6��
�/ور    و أهّ�ّ��)  �,�l م; 
�dk/ه   , �cE6   .ال�Eه/ز,��/ج  و e%�     ز و��Z6وى ا�ن�A أن 

��س، Kال Oی4دّی�ن إل J�ز ن��Zوا�ن iأيل� i'س  الأن ,�ل���K � Oزی4دّي إل�Zا�ن. 
 

The hygiene factors correspond to Maslow's first three need levels while 

the motivation factors with esteem and self-actualization. Job 

specifications are statements which describe something about the jobs of a 

company. They may describe the job itself. They may describe that kind of 

a person who should fill the given job. The difference between the two 

may be seen in connection with a middle management position.  
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 &��o�
������A�K 6م��; ال م�����ی�ت ���d$dال^���F �Kام��& F �
����س ,�لّ����6ی/ و  و م�س��Kام��& ال�F ء����dأ
��اص��ت    .الّ_ا
ّ#ا�دراك  �   &���ل
^�   ه# الّ�# ال�Fو .ال+/آ� أ ��^
 أن  ی�.�q# ال�_ي   ��م�&    ال 


r ال�����
 &q+6 یَُ/ى و. یE ن��d$ف ,�; ا��اص& م\ ا����ا�دارةم; ال OGال�س.  

 

In practice, the term job specification is often used (to include varying 

amounts of both job and information. Practice is not uniform regarding 

how much detail is included in a specification. And in many cases, it might 

be wise to translate job requirements into statements of human 

characteristics such as finger dexterity, physical strength, hand-eye 

coordination, and emotional poise. 

 


ّ���و�F ،�  م�اص����ت s
G��^6م م �ی��� #��� و ال����& م��;آ��$ ا"%����ن ل��[���;  آ���o/ م��; ال������� 

�م�ت����رس� �P/   و .ال��(/   الال
 ��)���
�م�ت ال��#     آ2 إل#����#   ال �(
���اص���ت ال ی+�.    #�� و 

�� وال_آ�ء 
�Kی&     %��ت آ�o/ة، 6E ی'�ن     'Kم; ال   &� م�o& ,/ا��F     ال^���ت ال.+�/ی�   إل�#   م�GلY ال�
 .ال���tّ#�ازن ص.\ و ال��ة ال.6ن�� و 
�ا�U ال��; و ال�6 و ال�ا�
 

4.3 RECRUITMENT AND SELECTION       ا������  و ا)'��&ر 
The different procedural steps involved in the selection process are: 

1. Job description 

2. Application forms 

3. Employment tests 

4. Interviewing 

5. Physical examination and 

6. Induction or orientation 

G ال ��
� �
�,� �ات ا�A/اXّ�� الG��#ال ��ّ
�F ر���ا��: 
١ .
 � ال�������ص

.�ت. ٢Gّال 
 ا��.�رات ال�����. ٣
٤ .�
,��� ال
٥ .#.Gال CKوال�  
 ).ال�����  (�^�Yال�. ٦
 

4.4.1    JOB DESCRIPTION       �ت�(�� ا����� 
 

A job description is a combination of short statements that describe both 

the work to be performed and the essential requirements of" the particular 

jobs.  

The job description includes: 
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��ب    ال���& م�;    �# 
^� آ&  لE^�/ة ا ^/ی�Kت  
 ه�   � ال����� ��صG� ال��Gل�Y ا"س�س�ّ��     وال
��ل F56ّدةلK�  .ال
 :ال�����ی�[ّ�; وص� و

•   Job title 

•   Department in which the job exists 

•   Work to be performed by the new employee 

•   Job responsibilities 

•   Job knowledge 

•   Mental concentration required 

•   Dexterity and accuracy required 

•   Machines, tools and processes to be handled 

•   Relation with other jobs 

•   Qualification and experience required 

•   Amount of supervision to him provided 

•   Physical activities 

•   Working conditions 

 

•#� �����ال  م�
 • J�� ی��ا6A ال��&ال��2 الّ_ي 

�ب��& ال• G�  م; E.& ال��ّ�� ال6Zی6ال
 ال������ت م�]�ل�• 
 • �� ال�����م�/
 /آ�	 ال��
ّ# ال�• 
 • �Eّ6ّو ال �Fال./ا 
  دواتوا"��آ���ت، اس� 6ام ال• 
��ل ا"�/ىال�• F"�, �E$ 
 & و ال ./ةال�4ه• 

�ب ا�!/افآ2• G�  . ال
 .6نّ��ال ن+�Gا"• 
�&ال�/وف • � 

 

4.4.2 APPLICATION FORMS       ( ا�,+�&ت) رات&��� ا)
An application blank or form is the must universal mechanism used to 

screen the applicants to be called for interview and other tests for 

.selection purposes. 
 

 Y��
Gّرة ه��# �ل���ا�����رغ أو الال��
���  لK[���ر م�;�C��K ال�����6ل����دة � م�ی/ور �F ��8م����س���,���ال

�� ل
�)�]� ل ا"�/ى ا���.�راتو� .ا�����ر�
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4.4.3 EMPLOYMENT TESTS               �ا'��&رات ا����� 
 

Very often considerable training and money is expended upon an 

employee when it is discovered that he is unsuited to do the job for which 

he was employed. For this reason, and in order to avoid the recurrence of 

such a situation, employment tests are, sometimes, considered an essential 

part of the selection programme. An employment test measures selected 

psychological factors such as ability to reason, capacity for learning, 

temperament, specific aptitudes, physical or motor abilities etc. 

 

�#  ی��U آ�o/ م; ال��ل وا �# آ�o/ م; ا"%��ن     F Y6ری�وال cEل�  #�� � اآ�+��ف أن�J  �2  %��; ی�  م���� 

�����J م��;  ی��س�Y ال����& الّ�_ي    2��
 J�
Aل)��_ا ال�� و .ا.���Z�و ل ،Y   .���رات�ه�_ا ال���8\، ا� &��oدة م��F Y

ال��ام��&  �)���و������ مإ��A/اءات ا��.���ر و .ا�������رال�������، أ%��نً���، ُ
ْ�َ�َ.��/ ��A	ء أس�س��# م��; ,/ن���م�  
� أو ، ال���6رات ال.6ن��� �ص���، الGّ.�����، ا�س����6ادات ال�ّ
2 ل
���ال����#�'���/، ّ�لاال����'�ل���A م��o& ال���6رة 

 .ال�الK/آّ�� 
 

4.4.3.1 Characteristics of Employment Tests        �(�&ت )'��&رات ا����� 
 

The characteristics of an employment test are as follows: 

•   A test should be designed on the basis of a sound job analysis program 

•   The test should be reliable. An applicant if tested even second or third 

time under the same condition should achieve the same score. 

•   The test should be valid (i.e.), highly specific to the objective it intends 

to measure and to the particular business situation. 
 

 :ی
#آ�� ه#  ال�����ا��.�رات ص��ت 
• �َ̂ 
�& و���#ا���.�ر 2 یYZ أن یُK

O أس�س ,/ن�م� F2�
 . س
•     &K.�ر م�أن ی'�ن ا�� YZی ��d.       ن���oة ال/�

2 ا��.�ر ال���6م ل �
� #� �oل�oوال iن�  #�q.� ال�8\ ی

 iن� U�ّKأن ی�Z��� .ال
•  s.�ر ص�ل�أن ی'�ن ا�� YZ6د ال)6فویKآ.�/ةم �Aو8\وان   ,6ر iای�� &� .ال �ص ل�
 

4.4.3.2 Types of Employment Tests           أن�اع ا'��&رات ا������ 
 

Various types of employment tests include. 
 

Achievement tests 

Aptitude tests 

Intelligence tests 

Interest tests 

Dexterity (motor) tests 

Personality tests 
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 ;�]�

�� ���.�رات ا"ن�اع � � ٍ -:ال�����ال
 ا��.�رات ا�ن�Zز
 ا��.�رات ال�6رات
 ا��.�رات الّ_آ�ء

 ا��.�رات ا�ه���م
 �Fا/.
 ا��.�رات ل

 �ّ! ^�ا��.�رات 
 

4.4.4 INTERVIEWING            �+ا��1&ب 
 

An interview is a conversation directed to a definite purpose between an 

applicant and the interviewer and much of the interaction between these 

two is carried on by gestures, postures, facial expressions and other 

communicative behaviour. It is in the interview that both the prospective 

employee and employer get the chance to learn and know about each 

other. 

 

             6����
� م�Kد�d م�A)�� إل��P O/ض واs�8 ,��; ال,���� ی�� 2����F&  الم و ال���Kور و آ��o/ م�;       ال�,  ���(

�� یK^�& آ�& م�; ال�����              .ال^�/یs ت، ال��م�ت، 
�.��/ات ال�J�A و ال��
�ك          ,��!�را,������# ال 

 Y%وص� \E���
# ال��& الF�
�� F; ,�[)2 ال�/ص� ل/��
2 و الّ�l�.ال.  
 

4.4.4.1     Purpose or Interview        �+ض ا��1&ب
3 
 

-To find the most suitable candidate for the job. 

-To view and appraise the applicant in totality. 

-To study the applicant's motivational and emotional patterns. 

-To measure the applicant against the specific requirements for the job. 

-To explore the applicant's innate abilities. 

-To study the impact of the applicant's personality upon others. 

 

�&s إی�Zد أن�Y م/! -�
 .ل
-
 .آ�م& ,+'& م���2 ال���6 م+�ه6ة و 
���6 ال�����t ی� و��K	�ال�CK ا"ن��ط  -
 .مل
-�G�
O الF 6م����� لY ال��� ل���س ال&��
 .ل
- 6��� .�ال�G/یم اس�'+�ف 6Eرات ال
- 6���
O دراس� 
�dk/ ! ^ّ�� الF ا��/ی;م. 
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4.4.4.2    Types of Interviews        أن�اع ا��1&ب4ت 
 

Interviews are basically of" two types: (1) guided, and (2) unguided. In 

guided, directed or patterned interview, a list of questions is prepared 

based on an analysis of the job specifications. This type of interview 

measures the personality traits such as self-reliance, emotional stability, 

ability to get along with others, willingness to shoulder responsibility etc. 
 

� .�)م��PA/   ) ٢( ، و    م�A)� )١ (:ن��F;أس�سً�  ال���,$ت  #�   �
,���
�6   ال��A)�، ال     �
��� أس�]X�E

�& ل��اص��ت     K

O أس�س Fال�����.�
� ی��i م; ا�ع  ه_ا ال,������د  ���ت ال+ ^�الل�Fا� &oم �


O ال��i، اF#�t/ار ال����ال�6رة ، �سO
F \اص& م��ال�ل� ا��/ی;، ا�س�[���& الK�إل��6اد ل � 
 

Unguided or unpatented interview, as its name implies, is not directed by 

the interviewer; instead, the applicant talks about what he chooses. 

Unguided interview is more often used in situations other than 

employment, e.g. counseling, handling grievances etc. 
 


�   و,����# ال/�P A��
 اس�)�، �    ی6ل) آ�� (.�)الAَ�َ     ،ور�K�م ل����6 ا ی�'
2ذلr .6ً� م;  �J م; E.& ال
����F aر����6م  .ی  ����

��� ال���q/ و,���
��O س��.�& ال����oل   )��� ,+��'&م�AالF ،ای��6 , ��$ف ال�������	�م 
 .ال�+'�وى ال���ل�Z ال�^s، ال
 

4.4.5 PHYSICAI EXAMINATION               ���,ا)'��&رات ا� 
 

Physical examination or medical check-up has to be carried out for the 

freshly recruited people. In many organizations, medical check up is a 

must and it denotes the physical well being of an employee. Physical 

examination has at least three objectives. 
 

   ّGال'+� ال O
F YZی.   #.Gال CKس  أن # أو ال���
# الF 2�ی �����6�Aا  ه� �8/وري  و .ً/ام�4ال
��ّ��ل� .6ن�ال ,�ل^�Kی)�2  و

�CK الGّ.#ول . &E"ا #
F �d$d أه6اف. 

 

1. It serves to ascertain the applicant's capability to meet the job 

requirements. 

��ء ,��GلY ل�U�ّK م; 6Eرة ال���6ا -١�
 .ال��&م ل
 

2.  It serves to protect the organization against the unwarranted claims 

under Workman's Compensation Act or against law suits for damages. 
 

��ی�ای�6ّم   -٢Kل ل  ��)ّ��
 E[��ی�   ن�ن 
���یl ال��م�& أو ��E        6�8  رة 
c�K  � م�; ال��Gل.��ت ال��q/ م.�/        
 .��ی[�تال��Eن�ن 

 

3.   It helps to prevent communicable diseases entering the organization. 
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٣-  6F��ی #
F\���دا�& ��6ی� ال م/اض ان�+�ر ا"م)ّ�� .ال
 

.The physical examination should be done by a qualified expert appointed 

by the organization to certify whether the candidate is physically fit to 

meet the requirements of the job. 

 

YZی��م أن وی ,CKل�� #.Gم���;  م4هّ& �.�/ ال  ���)ّ�� ,�6ن�U�X�  �j  ال�/ّ!�s  آ��ن  م��  إذا ^�6یU ل
� ,�ل

��ء�
��GلY ل, &� .ال�
 

4.4.6 INDUCTION OR ORSENTATSON TRAINING 

 ا8�ّی� ی�7رّب�ن) ت����  (6ت"�5
 

Induction or orientation training is concerned with the process of 

welcoming the new employees or orienting a new employee to the 

organization and its procedures, rules, and regulations. When a newly 

appointed employee reports for works, he must be helped to get acquainted 

with the work environment and fellow-employees. An induction 

programme should aim at achieving the following objectives: 

 

�^���Y ال�������; ال6��Zد 
 ����
�F ;ی���6 م�� �ال Y���%/ 2��(,(�A���
���� )2و)ّ��وأم���آ; و�����X)2  إل��O ال

�/یو   O
F 2(اءات�/A6 و  إFا�Eل وsXا���)���6م� ی'��& ال . ال�� یY�Z أن  ، ال6Zی�6 ��ّ��� ل
/ی/ ��

 6Fَ����َُی#��
F ف/����
 ال������� 
U����Kم� ,/ن���و ی�.��q# أي ی����)6ف . زم��$ء ال����& ,.�]��� ال����& و ل
 :�ل��ال�ا"ه6اف 

 
1. To strengthen the confidence of the new employees. 

2. To ensure that new employees may not form false impressions about 

their place of work. 

3. To promote a feeling of belongingness and loyalty to the organization. 

4. To give the new employees the information they need such as 

regarding the facilities, rules and regulations. 

 
 


��ی -١ ;���ّ�� .ال6Zد� ��d ال

٢- �2
�ن ا�ن�F�.Gت ال �F �[t; م'�ن �ن أن ال��ّ���; ال6Zد 6E � ی+'8(
�F. 

��ن���ء و ا��$ص �
+�Z\ !��ر ا -٣)ّ��
 .ل

٤- Zال ;���ّ��
�م�ت الّ�# یK���Aن ل)� إ�GFء ال�� .ال��ا6Fو, ^�ص ال�/ا�U، 6د ال
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The orientation-training course should not be too lengthy. The range of 

information that can be covered under orientation training may include 

history of the company, products of the company, organizational structure, 

employee services, personnel policies, practices, and safety measures. 

 


� یYZ أن       �
� .j6�Aا  �tی
�   )ال��^�Y  (����  '�ن ال6ّورة الّ�6ری.ّ�� ل�
�م��ت الّ��# ی�'�;      ��6ل ��ال

����6رب    أن 

���ری� ال+��/آ�، م�����Zت ال+��/آ�، ال)�'��&      '���ن ���# ,/ن���م� ال������� ل ;�6��E ی�[��ّ

��رس�ت و إA/اءات ��ّ#، �6م�ت ال��ّ��، س��س�ت !4ون ال��م
�; و ال�)� .ا"م�نالّ�
 

4.5 CONCEPT OF HUMAN RESOURCE DEVELOPMENT 

 ت"��� ا���ارد ا���
یّ� م�%�م
 

Human resource development (HRD), in the organizational context, is a 

process by which the employees of an organization are helped in a 

continuous and planned way to: 
 

��� ا �
��# ��ق ال ، �# ال���   �ل��ارد ال.+/ی �)�
�� ال�ه�#   ،  �            ���)ّ� �G/ی�� ,� الّ��# ,)�� یَُ���6Fَ م�ّ���� م
/� :إلJ O و
)6فم GGّ و ةم��

 

1- Acquire or sharpen capabilities required to perform various functions 

associated with their present or expected future roles. 

 


�,����  ا�م'�ن����
6Kی���6 -١G�
.����G , ل ا"داء�ت ال/�
����� ال� � ا"دوار أوو����Aده2 �'����ن �������X ال
 ��ّ
.���� .ال�����Eّال

 
2- Develop their general capabilities as individuals and discover and 

exploit their own inner potentials for their own and /or organizational 

development purposes.  
 

٢- 
�G2 ال��  ی(
�/اد و اآ�+�     م� / 6Eراkآ� ��   $q�إم'�ن�� لف و اس� (
 م�; ا�A&   )�2 ,� 2 ال6ا�
��� ال �ص�  �
����Gی/ال�P/اض ا"�)� .ی� ال�

 
3- Develop an organizational culture in which supervisor-subordinate 

relationships, teamwork, and collaboration among subunits are strong and 

contribute to the professional well-being, motivation, and pride of 

employees. 
 

٣- 
�� ال�  /�Gی��oف     ال/+��ّ�� الّ�# ��)� ی [\ ال�)� ��ون ال� ال��& و  �/یU م\ وال�/اYE ل�$�Eت  
��س و � / و ا%�ال/ �# ی��ه2وال_ي س�ف ,��)2 ال��ي Kال ;���ّ�� .ال
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4.6.2 GOALS OF HRD       �ی
 أه7اف ا���ارد ا���
 

The goals of human resources development system is to improve: 


K�.� ه# (�م 
�Gی/ ال��ارد ال.+/یأه6اف ن;: 
 

1. The capabilities of each employee as an individual. 

2. The capabilities of each individual in relation to his or her present roles. 

3. The capabilities of each employee in relation to his or her expected 

future role. 

4. The relationship between each employee and his or her supervisor. 

5. The team spirit and functioning in every organizational unit 

(department, group, etc). 

6. Collaboration among different units of the organization. 

 

١-  ;��K
 .آ�/د م�ّ�� 6Eرات آ&

٢-  ;��K
 .�Kل�� �/د , ^�ص أدوارa ال6Eرات آ&

٣-  ;��K
a6رات آ& م�ّ�� , ^�ص دورE #
.���� . ال���Eّ\ال

٤-  ;��K
 . م�ّ�� و م+/�Jال�$�E ,�; آ&

٥-  U
�# آ&روح ال�/یU و � &��ّ�� ال��)�
���F، (  و%6ة Z� ). ال�E�2، ال

٦-  U

�� الّ���ون�� ��� ,�; ال�%6ات ال)ّ��
 .ل
 

4.6.4 HRD SUBSYSTEMS           �ی
 ا<ن!�� ا��
=�� �+��ارد ا���
 

The HRD subsystems include: 

  : ت��#ا<ن!�� ا��
=�� �+��ارد ا���
ی�
 

 • 2���
 .ا"داء

���2 و ن•  �� .ا�%���ل�Eة 
 #.ی6ر ال�"داءا وال�$%(�ت • 
 • -�G �ال#�(� .ال
 .6Yریالّ�• 
�#/ ی��Gال• �)� .ال�
 .ال��ّ��را%� • 
 .ال.+/یّ�م�
�م�ت ال��ارد • 
 .ال��&%��ة دورة �Aدة • 
 

•   Performance Appraisal. 

•   Potential Appraisal and Development. 

•   Feedback and Performance Coaching 

•   Career Planning. 

•   Training. 

•   Organizational Development (OD). 

•   Employee Welfare. 

•   Human Resources Information. 

•   Quality of Work Life. 
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General Questions  

 
1- Define staffing. What are the key staffing activities? 
 

2- What are the procedural steps involved in the process of selection? 
 

3- Why is human resource planning necessary? What factors must 

managers of a human-resource planning programme considers? 
 

4- What methods of recruitment can managers use? What are the 

advantages and disadvantages of recruitment from within? 
 

5- What are the defects of in-depth interviews?  How can they be 

minimized
?
 

 

6- Explain in detail the various HRD subsystems and their contribution. 
 

7- What is the difference between training and development? 
 

8- How good are the internal sources of recruitment of key personnel, 

especially in middle level positions? Explain. 
 

9- Explain organizational conflict. Is conflict desirable in certain 

situations? If so, then describe some of these, situations. 
 

10- Define inter-group dependence and give examples where work of 

one group depends upon the work of another group.  How can each 

interdependence cause conflicts among groups? 
 

11- Explain in detail the various types of conflict that are inherent in the 

very nature of human beings. Give example that are relevant to each 

type of conflict. 

 


