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Course Qutline: PGD 1210: Fundamental of Human Resource Management

Topics to be

covered

1. Introduction to
Human Resource
Management

Topics

Topics definition, Scope (functions) of HRM & Importance; Line and staff
aspects of HRM; Special duties of HR Managers; Latest trends in HRM-
globalization, technology, demography & diversity, etc.

2. Job Analysis

Basics of Job Analysis- Job description and specification, importance of Job
Analysis, steps and process of Job Analysis; Methods of collecting job analysis
information - Interview, Questionnaire, Log/Diary and observation; Preparation
of Job Description and Job Specification (the essential elements)

3(A). HRP and
Recruitment

Recruitment- definition, importance, process, planning and forecasting (Trend
Analysis & Ratio Analysis); Forecasting the supply of inside candidates
(Qualification Inventories, Personal Replacement Charts & Position
Replacement Card) and outside candidates; Internal recruitment and external
recruitment (Definition, methods & implications ) and Succession Planning.

3(B). Employee
Selection

Selection- definition & importance; Basic concepts in testing - Reliability &
Validity; Method of testing - Testing Cognitive Abilities, Specific Cognitive
Abilities; Motor & Physical Abilities, Measuring Personality and Interest and
Achievement Test; Work Samples & Simulations, Situation Testing and Video-
Based Situation Testing, The Miniature Job Testing; Background Check- the
Polygraph and Honesty Testing, Graphology, Physical Examination, Substance
Abuse Testing, etc.; A brief introduction of interview technique.

4. Interviewing
candidates

Basic types of interviews, errors that can undermine an interview’s usefulness;
how to design and conduct an effective interview; developing and extending the
job offer

MID-TERM EXAMINATION

5. Orientation,
Employee
Training and
Management
Development

Orienting and onboarding new employees; overview of the training process
(TNA); implementing the training program (various training methods;
implementing management development program; and finally evaluating the
training efforts.

Implementing Training Program (Training Methods): On-the-Job-Training
(Coaching, Job Rotation and Special Assignment); Informal training/learning;
Job Instruction Training, Lectures, Programmed Learning, Behavior Modeling,
Vestibule Training, Tele-training & Video Conferencing, and Simulated
Training.

Management Development: On-the-Job-Training-job rotation;
coaching/understudy; Off-the-job training- case study, management games,
outside seminars/workshops, role playing, university related program, In-house
development center, corporate universities, executive coaches, etc.), evaluating
training.
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8 6. Performance The basics of performance management and appraisal, techniques for appraising
Management and | performance; dealing with rater error appraisal problems; managing the appraisal

Appraisal interview; and finally talent management and employee appraisal.

9 7. Compensation | Compensation - Definition & components, Equity in financial compensation;
& Benefits Compensation policy, Pay Leaders, Market Rate, Pay Followers, Cost of living;
Package Performance-Based pay (Merit Pay, Bonus & Piecework), Compensation for

Professionals, marketing and sales personnel and top level business executives.

Job Evaluation - Ranking method, Classification method, Factor comparison
method, Point method.

10 8. Other relevant | HRIS, Strategic Human Resource Management, Human Capital Management
topics in HRM and Talent Management, etc.

11 9. Presentation Final Term Paper presentation

12 FINAL EXAMINATION _
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Post Graduate Diploma in
Human Resources Management (PGDHRM)

Course Outline: PGD 1212: Employee Relations & Employment Laws in Bangladesh

Lecture Tobi
No. pics
INAUGURAL SESSION:
Introduction with participants, discussion on course outline, knowing the course expectations
) from the participants,
Historical back ground of Bangladesh Labor Law and Labor Rules. General Discussion of
BLA
CHAPTER -1
DEFINITIONS : ;
) O Worker, Officer, Factory, Gratuity, Retirement, Trade Union, CBA, Subsistence
) Allowance, Gratuity Retrenchment, Trade Union, Strike so on with emphasis on
worker and non-workers difference:
Case Study.
CHAPTER-2
Conditions of employment :
3 Conditions of service and employment, Classification of workers, Letter of Appointment

and Identity Card, Confirmation of Service, Procedure for Lay-off and Retrenchment,
Calculation of Benefit during Lay-off and Retrenchment. Procedure of Fine and its
calculation. Case Study.

CHAPTER -2 (Contd..)

Mode of Separations :

4. Different Mode of Separation and its consequences (Dismisal, Termination, Discharge,
Removal, Resignation, Death, Retirement, Retrenchment etc), Time limit for final payment,
Grievance Handling Procedure etc. Case Study

5. ' MID-TERM

CHAPTER - 2 (Contd..)

Disciplinary procedure

6 Procedure of Punishment, List of Misconduct, Eleven stages for Taking Disciplinary action.

) Suspension pending Inquiry, Suspension as Measure of Punishment, Formation of Inquiry
Committee, Conducting Inquiry, Taking resolution for Inquiry, Awarding Punishment and
issuance of separation letters. Case Study

CHAPTER -2 (Contd..)

Disciplinary procedure :

Procedure of Punishment, List of Misconduct, Eleven stages for Taking Disciplinary action.
7 Suspension pending Inquiry, Suspension as Measure of Punishment, Formation of Inquiry
' Committee, Conducting Inquiry, Taking resolution for Inquiry, Awarding Punishment and
issuance of separation letters.

Case Study
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CHAPTER -1V
Maternity benefit and Leave:
8. Employment of women workers prohibited during certain period, Right to and liability for

payment of maternity benefit. Restriction on Termination of Employment of a women
worker in certain cases. Case Study '
CHAPTER - VIII

Welfare :

9. First Aid, Provision for Sick Room, Provision for Medical Center and Doctors, Welfare
Officer, Canteen Shelter Room, Room for children, Safety Committee, Compulsory Group
Insurance Etc.

CHAPTER - IX
Working hours and leave :
10 Daily working hours, Interval for rest and meal. Weekly hours weekly holiday,

Compensatory leave, Annual Leave and its encashment, Sick Leave and casual leave and
festival leave. Overtime and its calculation.

(Quiz)

CHAPTER - X111

Trade Union and Industrial Relations :

11. Definition of Trade Union, Registration of Trade Union, CBA, Election of CBA, Function of
CBA, Unfair Labor practice on the part of employee, Unfair Labor practice on the part of
employers. Participation Committee, Functions of Participation Committee, Meetings of the
Participation Committee, Implementation of recommendations of Participation Committee
Chapter-XIIII

Industrial Dispute and its settlement :

How to raise industrial dispute, steps for settlement of industrial disputes, procedure of
stricke and lockout, labor court, labour appellate tribunal, legal proceedings, etc.

CHAPTER - XV

Workers Participations in Company’s Fund:

12. Establishment of Participation Fund and Welfare Fund

Management of Fund, Utilization of Participation Fund, Utilization of Welfare Fund etc.

13. FINAL-EXAM
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United International University

Institute of Business & Economic Research (IBER)
PGDHRM Program — Summer 2025 (Batch — 36)

Course: Performance Appraisal & Compensation Management Course Code: PGD 1214

Faculty Member:

Jakowan

Assistant Professor, SoBE, UIU
Member, Proctorial Committee, UIU

E-mail: jakowan@bus.uiu.ac.bd

Course Description

This course will expose students the processes and approaches to performance appraisal and managing
rewards in order to manage people more effectively. This course would cover all the basic concepts,
theories, models and frameworks of performance appraisal and compensation management.

Course Rational

The success of an organization significantly depends on how its human resource contributes in attaining its
business objectives. This course will provide a fair idea how - the effort of the workers can be channelized
towards the objective of the business, the contribution of people can be recognized and at the same time,
equipping student how to nurture and maintain human resource through strategic compensation
management.

Course Objective
This course is designed to:

1. Equip students with modern theories, models, practices, tools and techniques of performance appraisal
and compensation management.

2. Develop the knowledge, skills and competency that are needed to resolve employee performance and
reward related issues.

3. Develop students’ insight into those critical factors which are crucial in formulating and implementing
successful HR strategy with special reference to Bangladesh.

Course Learning Outcomes

Students will be able to:

frameworks of 1

I Gain knowledge regarding wvarious theories, models,

performance appraisal and compensation management,
2 Analyze individual and collective impact of human resource over the business. 1,2
3 Understand the effects of compensation on employees and organizations. 1,2
4 Align human skill, knowledge and motivation with the business strategy. 1,2
5  Accomplish strategic business goals through people management. 3,4
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Teaching and Learning Style
The styles would be as follows:

1. Classroom discussion (Interactive learning)
2. Interactive sessions

3. Quiz/Class test.

4. Assignment / Term paper

Marks Allocation

L

Class Attendance 10
Quiz 10
Individual and Group Assignment 15
Mid-term examination 25
Final examination 40
Total 100

Referred Text

1. Performance Management, Herman Aguinis, 3™ edition, Pearson, USA.
2. Strategic Compensation - A Human Resource Management Approach, Joseph J. Martocchio, 9% edition,
Pearson, USA.

Supplementary Reading

1. Human Resource Management, Gary Dessler, 14%/15th Edition, Prentice Hall of India Pvt. Ltd.

2. Human Resource Management, R. Wayne Mondy, Robert M. Noe, 9" edition (or any latest edition),
Pearson Education.

3. Human Resource Management, Cynthia D. Fisher, Lyle F. Schoenfeldt and James B. Shaw, 6th edition,
Houghton Mifflin Company.

4. Newspapers, internet, magazine and professional journal, etc.

Course Outline

Introduction to Employee Performance Management and Appraisal - Definition, scope &

Performance Appraisal/ features; Importance (contribution), Dangers of Poorly

Management Implemented PM Systems, Aims & roles of performance
appraisal (usefulness), Characteristics of an ideal PA system.

2 | Process of Performance Prerequisites for performance appraisal/management -
Appraisal /Management & Organizational background, Job Analysis (Job Description and
Linking Performance Job Specification), Planning for performance (results, behaviors
Appraisal to the Strategic & development plan); Performance execution; Performance
Plan review; Linking performance management to the strategic plan.

3 | Defining Performance and Defining  performance; Determinants of performance;
Measuring Approach Approaches in performance appraisal (behavior, result & trait

approach).
Appraisal form - Essential features & characteristics; Appraisal
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period and number of meetings.
4 | Appraising Performance Who Should Do the Appraising?

Tools and techniques of performance appraisal - Graphic Rating
Scales, Alternation Raking Method, Critical Incident Method,
Behaviorally Anchored Rating Scale (BARS), Paired Comparison
Method & Forced Distribution Method.

Problems in Performance Appraisal (Potential Appraising
Problems - Unclear Standards, Halo Effect, Central Tendency,
Leniency or Strictness, Recency Effects& Bias); Guidelines for
Effective Appraisals and Meeting in performance appraisal.

5 | Pay Plans - Basic Issues Basic factors in determining pay rates - Employee compensation,
Direct financial payments & Indirect financial payments.

Equity and its impact on pay rates (External equity, Internal
equity, Individual equity and Procedural equity).

Job Evaluation - Definition, relevant issues (Market-competitive
pay plan & compensable factor) and methods (Ranking method,
Job Classification (or job grading) & Point method.

6 | Pay for Performance and Individual employee incentive and recognition programs —
Financial Incentives Piecework, Straight Piecework, Standard Hour Plan, Merit Pay
(merit raise) and Options; Incentives for professional employees;
Nonfinancial and recognition-based awards.

Incentives for salespeople (Salary plan, Commission plan &
Combination plan).

Incentives for managers and executives - Long vs. Short-term
incentives, annual bonus, individual awards, stock options, other
executive incentives (golden parachute, personal loan, etc.).

Team and organization-wide incentive plans - Profit-sharing plan,
Scanlon plan, Gain-sharing plan, Earnings-at-risk pay plan,
Employee stock ownership plan (ESOP).

7 | Benefits and Services Benefit & policy issue

Pay for time not worked - Unemployment insurance, vacations &
holidays, sick leave, severance pay, supplemental unemployment
benefits.

Insurance benefits - workers’ compensation, hospitalization,
health, and disability insurance, long-term care insurance, life
Insurance, etc.

Retirement benefits - Social security, pension plans (defined
benefit pension plan, defined contribution pension plan &
portability, savings and thrift plan, deferred profit-sharing plan,
employee stock ownership plan (ESOP), cash balance plans &
early retirement window.

Personal Services and Family-Friendly Benefits - Personal
services (Employee assistance programs - EAPs), family-friendly
(or work-life) benefits (subsidized child care, sick child benefits,
elder care, educational subsidies), and other personal services
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benefits, executive perquisites.

Flexible benefits programs - Flexible benefits plan/cafeteria
benefits plan, flexible work schedules, compressed workweek,
other flexible work arrangements (job sharing & work sharing).

8 | Compensation and Employee | Employee motivation - Definition, nature and importance.
Motivation

Exploring the link between employee compensation, motivation
and employee performance.

Major Motivation theories and their implications over
compensation management (Hierarchy of Needs Theory, ERG
Theory, Two Factor Theory, The Equity Theory, The Expectancy
Theory and Goal-Setting Theory).

Assignment Topics

To be announced

Grading System

(Plain)  90-100 4.00 (Plus)  70-73 233

A-(Minus)  86-89 3.67 C(Plain)  66-69 2.00
B+ (Plus)  82-85 3.33 C-(Minus)  62-65 1.67

B (Plain)  78-81 3.00 D+ (Plus)  58-61 1.33

B- Minus)  74-77 2.67 D (Plain)  55-57 1.00
F (Fail) <55 0.00
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Institute of Business and Economic Research (IBER)
Post Graduate Diploma in Human Resource Management (PGDHRM)

COURSE OUTLINE

PART A- INTRODUCTION

Course No. / Course Code : PGD 1216
Course Title : Employee Training and Development
Cqurse Instructor : Jakowan

Assistant Professor, SoBE, UIU
Member, Proctorial Committee, UTU
Email: jakowan@bus.uiu.ac.bd
Room No: 318/A

Course Rationale

Training and Development Management course is structured to provide students with the
opportunity to explore a basic theoretical approach to organizational training and development
with the dominant objective of the course being to develop a practical understanding of the
dynamics of training and development methods applied in Bangladesh.

Course Description

This course deals with the process of training and developing people in organizations. It covers a variety
of approaches to instruction and learning and contrasts these with their practical application. It also
includes the study of core functions of human resource development and the development of an
understanding of workplace competency standards. Students will learn to design and conduct needs
analyses and to plan, implement and evaluate training programs. They will also learn training techniques
and the skills required to deliver a training program.

Course Objectives

1. Understand the concept of human resource development and explain how this field contributes to
organizational performance.

2. Acquire the knowledge regarding the process and functions of training and human resource
development in organization.

3. Develop analytical skills in applying the knowledge and functions of training and human resource
development in organizations.
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4. Develop analytical and critical thinking on issues related to human resource Development

Learning Outcomes

By the end of this course, students should be able to understand

1. Explain the role of training and development in human resources management.

2. Describe the strategic training and its process in an organization.

3. Understanding learning motivation and performance and impact of training on that.

4. Analyze the training needs of an organization.

5. Assess, design, access and implement various methods, techniques and sources of training.

6. Evaluate the value of the training once completed from the individual employee and the organization's
viewpoint.

7.Explain about development of employees

PART B-LEARNING RESOURCES
Required materials and handouts will be provided from time to time. Additionally, the following
references will be used:

Reference Book .
1. Effective Training: Systems, Strategies, and Practices by P. Nick Blanchard and James W. Thacker
2. Employee Training and Development by Raymond A. Noe

Reference
1. Different Articles on Training & Development Management

PART C: CONTENT OF THE COURSE

Topic Outline
SL. | Topics LO’s | Reading Activities
No. Reference
Orientation: - - Ice-Breaking
1 Chapter 1: Training in Organization 1 Chapter 1, | «  Assignment
e Overview of orientation, training & Textbook: 1 | ® Quiz
development e Interactive
¢ Role of training in organizations Session
e Training as an open system
e Training process model
e Concepts & meanings




e Difference between training, development
& education

2 Chapter 2: Strategic Training Chapter 2, Assignment
e  Overview Textbook: 1 Quiz
e Process of strategic training & development Interactive
e Influence of organizational characteristics Session
e Training needs for different strategies
® Models of organizing training departments
3 Chapter 3: Learning, Motivation & Performance Chapter 3, Assignment
e Understanding motivation & performance Textbook: 1 Quiz
e Need theory & process theory Interactive
e Learning: behaviorist vs cognitive Session
approaches
4 Chapter 4: Training Needs Analysis Chapter 3, Assignment
e  Why & when to conduct TNA Textbook: 2 Quiz
e Methods of TNA Interactive
e Needs assessment process Session
e Competency Model
5 Review of Previous Topics & Q/A Session -
6 Chapter 5: Training Design Chapter 5, Assignment
e Organizational constraints Textbook: 1 Quiz
¢ Developing objectives Interactive
e Importance of training objectives Session
e Facilitation of learning in training design
e Design theory
7 Chapter 6: Traditional Training Methods Chapter 6, Assignment
e [ectures & demonstrations Textbook: 1 Quiz
¢ Games & simulations Interactive
®  On-the-job training Session
8 Chapter 7: Evaluating Training Programs Chapter 6, Assignment
e Reasons for evaluation Textbook: 2 Quiz
* Process of evaluation Interactive
e Evaluation outcomes Session
e Appropriateness of outcomes
e Evaluation practice & design
9 Chapter 8: Employee Development Chapter 9, Assignment
e Approaches to employee development Textbook: 2 Quiz
s Development process Interactive
e Strategies to develop employees Session
10 | Presentation & Viva Report,
Presentation
& Viva

Note: This schedule is subject to situational changes. Updates will be announced in class.




PART D- ASSESSMENT AND EVALUATION

Assessment Component Contribution to Grade
Class Attendance & Participation 10%
Quiz / Class Test 10%
Individual & Group Assignment | 15%
Subtotal 35%
Mid-Term Exam 25%
Final Exam 40%
Subtotal 65%
Total 100%
Grading Policy
Letter Grade Marks % Grade Point | Letter Grade | Marks % | Grade Point
A (Plain) 90-100 4.00 C+ (Plus) 70-73 233
A— (Minus) 86-89 3.67 C (Plain) 66—69 2.00
B+ (Plus) 82-85 3.33 C- (Minus) 6265 1.67
B (Plain) 78-81 3.00 D+ (Plus) 58-61 1.33
B- (Minus) 74-T7 2.67 D (Plain) 55-57 1.00
F (Fail) <55 0.00 - - -
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Post Graduate Diploma in Human Resource Management (PGDHRM)

Course No. / Course Code
Course Title

Course Instructor

Class Time

Class Day

Class Room
Counselling Hours

Course Website

Course Description

COURSE OUTLINE

PART A- INTRODUCTION

: PGD 1218
: Human Resources Planning
: Dr. Md. Musharrof Hossain
Founder President, FBHRO & President, IPM
Bangladesh and Adjunct Faculty Member
Email: musharrofh@bus.uiu.ac.bd, E-mail: +8801713042774
IBER Office, UIU Campus, United City, Satarkul, Badda,

Dhaka

: Time: 10.45 PM - 12.45 PM

: Friday

1330

- Friday, 10:45 to 1 PM

: facebook.com/groups/HRM63 5/Musharrofh

This course addresses the human resources planning theory and concepts. Students will learn about the
importance of aligning human resources management with organizational plans and objectives. Students
will examine the various elements of human resources planning including strategic planning, job analysis,
and forecasting supply and demand. The course will examine how corporate and business strategy
influence human resources management practice.
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