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305 E- : Personnel Administration - Application and Procedures

(2008 Pattern) (Semester - II1) (Elective-III)

Time : 3Hours] [Max. Marks : 70
Instructions to the candidates:

1) Attempt any five questions.

2) All questions carry equal marks.

Q1) Define Personnel Administration. Explain the difference between Personnel
Administration & Personnel Management.

Q2) Draftapromotion letter promoting a Sr.Sales Executive to the post of Regional
Manager.
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03) Calculate the bonus for following employees who has worked for 12 months
in the year 2012.

a) Mr. A (Basic + DA)=Rs. 2500/-
b) Ms. B (Basic + DA) = Rs. 4500/-
c) Mr. C (Basic + DA) = Rs. 9500/-
d) Mr. D (Basic + DA) = Rs. 15000/-
at the rate of 8.33% & 20%.
04) a) Draft a notice for change in shift schedule.

b) Draft a circular for family reunion on the occasion of new year.

05) Explain the concept of Personnel Audit and its importance.
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06) Calculate the gratuity for following employees :

Employee BAsic + DA | No.of yrs of service
Ms.Sakshi Rs.5000/- 5 yr 5 months
Mr.Patil Rs.7500/- 12 yr 11 months
Mr.Suresh Rs. 8000/- 8 yr 7 months
Mr.Shivali Rs.10000/- | 4 yr 6 months

Q7) Write short note (any Two):
a) Time Keeping & Attendance.
b) Termination & Dismissal.

c¢) Functions of Personnel Administration.
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