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HUMAN RESOURCE MANAGEMENT

305E: Personnel administration - apphcatmn & Procedure

; (2008 Pattern)
. Time:3 Hours] . Tl : o [Max. Marks :70
Instructions to the candidates: ' o
1) Question No. 1 is compulsory.
' 2) Out of remaining attempt any three.
3) Fi igures to the right mdtcate max. marks for that questzon

Q1) a) Define personnél administration. What are its objeétives? y [15]
b) Whatis absc;nteeism‘_? How to improve attendance? - [10]
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Q2) Explain the concepfs of Fair Wage, Minimum Wage & Li‘ving Wage. [15]

03) Draft an A;Spoinunem letter 'fo‘r HR officer. s

, Q4 ) Drafta warmng 1etter for d1sobey1ng lawful & reasonable order of a superior.
[15]

05) Mention the c1rcumstances in which an employee is dlsquahfled from
receiving bonus. ‘ R : ) - [15]

- Q6) 'Wﬁte short notes on any three : e T [15]
a) Personal file. | 7
b) Promotion.

c) - Discipline in industry.

'd) ESI Returns.
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