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Unit I Introduction 

Personnel management; objectives and functions of personnel management, psychology, 

sociology and their relevance to organization, personality problems. Selection process: job 

description, employment tests, interviewing, introduction to training objectives, 

advantages, methods of training, training procedure, psychological tests. 

Personnel Management 

There is no standard definition of the term „personnel management‟. Different writers have given 

different definitions of the term. 

Definitions: 

1."The personnel function is concerned with the procurement, development, compensation, 

integration, and maintenance of the personnel of an organisation for the purpose of contributing 

toward the accomplishment of that organisation‟s major goals or objectives. Therefore, personnel 

management is the planning, organising, directing, and controlling of the performance of those 

operative functions." — Edwin B. Flippo, Principles of Personnel Management 

2. “Personnel management is that field of management which has to do with planning, 

organising, and controlling various operative activities of procuring, developing, maintaining and 

utilizing a labour force in order that the objectives and interest for which the company is 

established are attained as effectively and economically as possible and the objectives and 

interest of all levels of personnel and community are served to the highest degree.” — M. J. 

Jucius, Personnel Management 

3. “Manpower management effectively describes the processes of planning and directing the 

application, development, and utilisation of human resources in employment.” — Dale Yodder, 

Personnel Management and Industrial Relations 

4. “Personnel Administration is a method of developing the potentialities of employees so that 

they get maximum satisfaction out of their work and give their best efforts to the organisation.” 

— Pigors and Myres, Personnel Administration 

5.”Personnel Management is that part of management process which is primarily concerned with 

the human constituents of an organisation.” — E.F.L. Brech (ed.) Principles and Practice of 

Management 

6. “Personnel management is that part of management function which is concerned with people 

at work and with their relationships within an enterprise. Its aim is to bring together and develop 

into an effective organisation the men and women who make up an enterprise and, having regard 

to the well-being of an individual and of working groups, to enable to make their best 

contribution to its success”. — The British Institute of Personnel Management 

7. “Personnel Management is that part of the management function which is primarily concerned 

with human relationships within an organisation. Its objective is the maintenance of those 

relationships on a basis which, by consideration of the well-being of the individual, enables all 

 Transport Management
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those engaged in the undertaking to make their maximum personal contribution in the effective 

working of the undertaking.” — Indian Institute of Personnel Management, Kolkata. 

Objectives of Personnel Management:  

These are classified into two:  

(а) General Objectives:  

These reveal the basic philosophy of top management towards the labour force engaged on the 

work and its deep underlying conviction as to the importance of the people in the organisation. 

The following are the most important objectives. 

(i) Maximum individual development:  

The employer should always be careful in developing the personality of each individual. Each 

individual differs in nature and therefore management should recognise their individual ability 

and make use of such ability in an effective and make use of such ability in an effective manner. 

(ii) Desirable working relationship between employer and employees:  

It is the main objective of personnel management to have a desirable working relationship 

between employee and employees so that they may co-operate the management. 

(iii) Effective molding of human resources as contrasted with physical resources: Man is the only 

active factor of production, which engages the other factors of production to work. 

(b) Specific objectives: Following are some of the important activities:  

(i) Selection of right type and number of persons required to the organisation. 

(ii) Proper orientation and introduction of new employees to the organisation and their jobs. 

(iii) Suitable training facilities for better job performance and to prepare the man to accept the 

challenge of higher job. 

(iv) Provision of better working conditions and other facilities such as medical facilities. 

(v) To give a good impression to the man who is leaving the organisation. 

(vi) Maintaining good relations with the employees. 

Functions of Personnel Management: 

Personnel management involves two categories of functions—managerial and operative. 

Basic Managerial Functions: 

Planning, organising, motivating and controlling—are common to all managers including 

personnel managers and are performed by all of them. That is why it is said that general 

management and personnel management are one and the same. 

The planning function of a personnel manager pertains to the steps taken in determining a course 

of action. This involves developing a personnel programme and specifying what and how 

operative personnel functions are to be performed. 
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After plans have been developed, the personnel manager must establish an organisation to carry 

them out. This function, therefore, calls for groupings of personnel activities, assignment of 

different group of activities to different individuals, delegation of authority to carry them out and 

provision for coordination of authority relationships horizontally and vertically in the 

organisation structure. 

Motivation involves guiding and supervising the personnel. Personnel manager must inculcate in 

the workers a keen appreciation of the enterprise policies. He must guide them towards improved 

performance and motivate them to work with zeal and confidence. 

Control involves measuring performance, correcting negative deviations and assuring the 

accomplishment of plans. Through direct observation, direct supervision, as well as reports, 

records and audit, personnel management assures itself that its activities are being carried out in 

accordance with the plans. 

Industrial and organizational (I/O) psychology 

Industrial and organizational (I/O) psychologists study and assess individual, group and 

organizational dynamics in the workplace. They apply that research to identify solutions to 

problems that improve the well-being and performance of organizations and their employees. 

Understanding I/O Psychology 

From the outside, it‟s easy to assume that the sole determinant of a successful business is 

profitability. After all, profitability paves the way for growth and keeps a business competitive. 

However, profitability is often dependent on multiple factors: a good product; teams that 

communicate well; and employees who are motivated, well-trained and committed to the 

company goals. Success is also tied to a business‟ ability to identify and resolve workplace issues 

at both the individual and organizational level. Enter I/O psychology. 

I/O psychology is the scientific study of human behavior in the workplace. It focuses on 

assessing individual, group and organizational dynamics and using that research to identify 

solutions to problems that improve the well-being and performance of an organization and its 

employees. 

I/O psychologists look at questions such as: How are decisions made? How effective is 

communication? How do team members interact and collaborate? Knowing the answers to these 

questions and many others help business owners assess where to change systems and dynamics 

to make their company function better. 

I/O Psychology Applied 

I/O psychologists are experts in the design, implementation and analysis of psychological 

research. They apply their findings in a variety of ways to help solve human and organizational 

problems in the workplace such as: 

 Identifying training and development needs; 

 Optimizing the quality of work life; 

 Formulating and implementing training programs and evaluating their effectiveness; 
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 Coaching employees and organization leaders; 

 Developing criteria to evaluate performance of individuals and organizations; and 

 Assessing consumer preferences, customer satisfaction and market strategies. 

As scientist-practitioners, I/O psychologists receive specialized training in the science of human 

behavior in the workplace. This training provides them with a deep knowledge of issues that are 

critical to business success. Some work in corporate America in positions dealing with worker 

productivity, employee training and assessment, and human resources, while others make their 

careers in academia. 

Sociology 

Sociology is : 

- The scientific study of human social behavior, interaction between humans, social 

institutions, and social organization/structure 

- A scientific study of society and human behavior 

- Systematic study of collective human behavior 

- The Social Science 

Scope of Sociologists 

Micro Sociologist - Who looks at particular interactions 

Macro Sociologist - Who looks at the pattern of interactions (usually in larger groups)  

Problems oriented by Sociology 

 Urbanization 

 Industrialization 

 Poverty 

 Inequality 

 Family breakdown 

 Crime/deviant 

 Racial/ethnic minorities 

Application of Sociology 

- Gathering information for planning and process 

- Evaluation of progress in society 

- Proposing different method of change 

- Dealing with issues of population or budgets 

- Sociologist performs action like social surveys, solves public relation problem, advices to 

various consumer, and many more for industries 

- Main area of application of sociology in academic institutions or organizations. 

- Sociologists play a role of counselor while solving minority or racial problems 

- Help in understanding and predicting the human behavior in different situations. 

- Also helps in understanding the influence of society on any human and what make them 

come together to live in a society 

http://www.apa.org/action/science/organizational/education-training.aspx
http://www.apa.org/action/science/organizational/education-training.aspx
http://www.apa.org/action/science/organizational/education-training.aspx
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Industrial sociology  

Industrial sociology is a discipline which deals with study and examination of interaction of 

human in technological change, globalization, labor markets, work organization, and managerial 

practices. 

Industry : academics, government, business, and religious 

Scope of Industrial Sociology 

Relations in a business: the boss and workers, the owner and manager, between managers/ 

owners/ workers. 

Factory workers: working situations, mentally, relations. 

Conditions which affected industry: politics, legal, regulation, national economic performance 

Application of Industrial Sociology 

- It can be used to define various industrial relations 

- It can be used for social development which entails socio-political as well as economic 

changes. 

- It can be used to define various trade relations 

- It can be taught as post-graduate subject 

- Trained sociologists can be created and they may help in conducting various researches 

and training. 

- It can be used as a source of trained personnel‟s for various social institutes 

- It helps in defining and determining the various possible relations inside or outside the 

country 

Industrial Relations 

- it is a whole field of relationship that exist because of the necessary collaboration of men 

and women in the employment process of an industry. 

Four basic elements: 

- The organizations of workers and managements 

- The state 

- The managements 

- The workers 
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Industrial Relations Factor that Influence the behavior of people 

- Institutions: government, trade unions, labor courts, etc. 

- Character: to study the role of workers unions and other institutions 

- Methods: focus on collective bargaining and workers participations in the industrial 

relations schemes 

- Contents: pay, hours of work, leave with wages, health and safety disciplinary actions, 

lay off 

Objectives of Industrial Relations 

- To safeguard the interest of labor and management 

- To avoid industrial conflict 

- To raise productivity 

- To establish industrial democracy 

- To eliminate strikes, lockouts, and gheraos 

- To regulate government control 

- Improvements in the economic conditions of workers• 

- Control exercised by the state over industrial undertaking 

- Socializations or rationalization of industries 

- Vesting a proprietary interest of workers 

Importance of Industrial Relations 

- Uninterrupted production 

- Reduction in industrial disputes 

- High morale 

- Mental revolution 

- New programs 
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- Reduced wastage 

Effect of Poor Industrial Relations  

- Multiplier effects 

- Fall in normal tempo 

- Resistance of change 

- Frustration and social cost 

Measures for Improving Industrial Relations  

- Strong and stable union 

- Mutual trust 

- Workers‟ participation in management 

- Mutual accommodation 

- Sincere implementation of agreements 

- Sound personnel policies 

- Government‟s role 

- Progressive outlook 

Personality Disorders 

• An enduring pattern of inner experience and behavior that manifests in two or more of 

the following:  

• cognition (i.e., ways of perceiving and interpreting self and others); Affectivity 

(i.e., range, intensity, lability) ;Interpersonal functioning; Impulse control 

• The enduring pattern is inflexible 

• It leads to significant distress or impairment in functioning  

• The pattern is stable and can be traced back to adolescence or early adulthood 

Why should you look for personality disorders? 

• They are common! Prevalence estimated between 6-13% of the adult population in the 

United States has a personality disorder!! 

• Recognizing personality disorders can guide your approach to them  

• Identifying a personality disorder allows you to assess for comorbities including Axis I 

disorders and suicide risk 

Prevalence 

• OCPD              2 %   

• Paranoid         2 % 

• Antisocial       1-4 % 

• Schizoid          1 % 

• Schizotypical  1 % 

• Avoidant 1-2 % 
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• Histrionic        2 % 

• Borderline      2-3 % 

• Dependent     0.5 % 

• Narcissistic   0.5-1 % 

Knowing how to approach these patients helps with: 

• understanding confusion about why patients do not act as you expect them to 

• the emotional distress they can illicit 

• protecting you from inappropriate relationships and engaging in medical practice outside 

your standard of care 

Etiology 

• Likely multi-factorial like almost all other psychiatric diagnoses.   

• Genetic and environmental factors such as chaotic home environment and abuse have 

been implicated in development of maladaptive behavioral patterns.  

Personality Disorder Clusters 

• Cluster A: suspicious, odd 

• Paranoid, Schizoid, Schizotypal  

• Cluster B: dramatic 

• Antisocial, borderline, histrionic, narcissistic 

• Cluster C:anxious 

• Avoidant, dependent, obsessive-compulsive 

Paranoid Personality disorder 

• A pervasive distrust and suspiciousness of others such that their motives are interpreted 

as malevolent. 

• Suspects others are exploiting or deceiving him 

• Preoccupied with unjustified doubts of loyalty 

• Is reluctant to confide in others because he believes they will use the information 

against him 

• Reads hidden demeaning meanings into benign remarks 

• Persistently bears a grudge  

• Perceives attacks on his character 

• Recurrent suspicions regarding fidelity of spouse or sexual partner  

Schizoid Personality Disorder 
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• Pervasive pattern of detachment from social relationships and restricted expression of 

emotion with 4 or more the following: 

• Neither desires nor enjoys close relationships 

• Almost always chooses solitary activities 

• Little if any interest in sexual experiences with another person 

• Takes pleasure in few in any activities 

• Lacks close friends other than first-degree relatives 

• Appears indifferent to the praise or criticism of others 

• Shows emotional coldness or flattened affect 

Schizotypal Personality Disorder 

• A pervasive pattern of social and interpersonal deficits with reduced capacity for close 

relationships as well as cognitive or perceptual distortions and eccentricities of behavior 

with 5 or more of the following: 

• Ideas of reference 

• Odd beliefs or magical thinking  

• Unusual perceptual experiences including bodily illusions 

• Odd thinking and speech 

• Suspiciousness or paranoid ideation 

• Inappropriate or constricted affect 

• Behavior or appearance that is odd or eccentric 

• Lack of close friends other than first-degree relatives 

• Excessive social anxiety that does not diminish with familiarity 

Antisocial Personality Disorder 

• A pervasive pattern of disregard for and violation of the rights of others occurring since 

the age of 15 years as indicated by 3 or more of the following: 

• Failure to conform to social norms with respect to lawful behaviors 

• Deceitfulness and conning others for personal profit or pleasure 

• Impulsivity or failure to plan ahead 

• Irritability or aggressiveness as indicated by repeated fights or assaults 

• Reckless disregard for safety of self or others 

• Consistent irresponsibility 

• Lack of remorse  

• There is evidence of Conduct Disorder with onset before age 15 
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Neuroimaging and psychopathy 

• Study by Blair found person with psychopathic tendencies showed decreased amygdala 

and orbitofrontal cortex responses to emotionally provocative stimuli which the author 

felt was suggestive of difficulties with basic forms of emotional learning and decision 

making. 

Borderline Personality Disorder 

• Pervasive pattern on instability of interpersonal relationships, self image and affects and 

marked impulsivity as indicated by 5 or more of the following: 

• Frantic efforts to avoid abandonment 

• Unstable and intense interpersonal relationships characterized by alternating 

between extremes of idealization and devaluation 

• Identity disturbance 

• Impulsivity in at least two areas that are potentially self-damaging 

• Recurrent suicidal behaviors, gestures or threats or self-mutilating behaviors 

• Affective instability due to a marked reactivity of mood 

• Chronic feelings of emptiness 

• Inappropriate anger 

• Transient, stress-related paranoia 

Histrionic Personality Disorder 

• Pervasive pattern of excessive emotionality and attention seeking indicated by >5 of the 

following: 

• Uncomfortable in situations in which he is not the center of attention 

• Interaction with others often characterized by inappropriate sexually seductive 

behavior 

• Displays rapidly shifting and shallow expression of emotion 

• Consistently uses physical appearance to draw attention to self 

• Has a style of speech that is excessively impressionistic and lacking in detail 

• Shows self-dramatization and exaggerated emotion 

• Is suggestible 

• Considers relationships to be more intimate than they are 

Narcissistic Personality Disorder 

• A pervasive pattern of grandiosity (in fantasy or behavior), need for admiration, lack of 

empathy as indicated by >5 of the following: 

• Grandiose sense of self-importance 
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• preoccupied with fantasies of unlimited success, power, brilliance or beauty 

• Believes he is special and can only be understood or should associate with other 

special or high status people 

• Requires excessive admiration 

• Has a sense of entitlement 

• Is interpersonally exploitive 

• Lacks empathy 

• Is often envious of others and believes others are envious of him 

• Shows arrogant, haughty behaviors or attitudes 

Avoidant Personality Disorder 

• A pervasive pattern of social inhibition, feelings of inadequacy and hypersensitivity to 

negative evaluation as indicated by >4 of the following: 

• Avoids social occupations that involve significant interpersonal contact 

• Is unwilling to get involved with people unless certain of being liked 

• Is preoccupied with being criticized in social situations 

• Shows restraint in intimate relationships because of fear of being shamed or 

ridiculed 

• Inhibited in new interpersonal situations because of feeling inadequate 

• Views self as socially inept and unappealing 

• Is unusually reluctant to take personal risks or engage in any new activities 

because they may prove embarrassing 

Dependent Personality Disorder 

• A pervasive and excessive need to be taken care of that leads to submissive and clinging 

behaviors and fears of separation as indicated by >5 of the following: 

• Has difficulty making everyday decisions without an excessive amount of 

reassurance 

• Needs others to assume responsibility for most major areas of his life 

• Has difficulty expressing disagreement with others because of fear of loss of 

approval 

• Difficulty initiating projects on his own because of lack of self confidence 

• Goes to excessive lengths to obtain nurturance and support from others 

• Feels uncomfortable or helpless when alone  

• Urgently seeks another relationship as a source of care and support when a 

relationship ends 
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• Is unrealistically preoccupied with fears of being left to take care of himself 

Obsessive-Compulsive Personality Disorder 

• A pervasive pattern of preoccupation with orderliness, perfectionism and mental and 

interpersonal control at the expense of flexibility, openness as indicated by >4 of the 

following: 

• Preoccupied with details, rules, lists, order or schedules to the extent that the 

major point of the activity is lost 

• Shows rigidity and stubbornness 

• Perfectionism that interferes with task completion 

• Excessively devoted to work and productivity to the exclusion of leisure activity 

and friends 

• Over conscientious and inflexible about matters of morals or ethics 

• Is unable to discard worn or worthless objects even those without sentimental 

value 

• Reluctant to delegate tasks 

• Adopts miserly spending style toward self and others 

Treatment 

• Can reduce symptomatology, improve social and interpersonal functioning, reduce 

frequency of maladaptive behaviors and decrease hospitalizations. 

• Always screen for comorbid psych dx  

• If the personality disorder is ego-syntonic (eg. Antisocial and Narcissistic) it will be hard 

to engage the patient in treatment 

Medication Treatment 

• Increasing serotonin levels may reduce depression, impulsiveness, rumination and may 

enhance a sense of well being 

• Low dose neuroleptics and mood stabilizers can may be effective in modulating affective 

stability 

Therapy 

• For BPD DBT, Schema-focused therapy, transference-focused therapy and 

Mentalization-based treatment have all been found to be effective. 

• Therapy for other disorders limited to a small number of open labeled trials and case 

studies. These findings have been positive. 

Screening for comorbid disorders 

• Antisocial PD: Alcohol dependence and depressive disorders 

• BPD: alcohol and drug dependence, mood disorders, anxiety disorders inc PTSD 
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• Histrionic PD: alcohol dependence, somatization disorder 

• Avoidant PD: social phobia 

• Any PD puts pt at higher risk than the gen population for Etoh and drug dep. 

The other side of the coin 

• Personality disorders have a negative prognostic significance for Axis I disorders such as 

anxiety and mood disorders. 

Selection Process 

Selection is the process by which you choose from a list of applicants, the persons who best meet 

the criteria for the position available considering current environmental context.   

The aim is to compare the demands of the job with the candidates capabilities and inclinations, 

by various techniques. 

Difference between Recruitment and Selection 

 Recruitment is the process of searching for potential employees and make them to apply 

for jobs in the organization, selection means establishing a contractual relationship 

between the employer and the worker. 

 Recruitment is a positive process, whereas selection is a negative process.   

 The purpose of recruitment is to create a large pool of applicants for the jobs in the 

organization. But selection aims at eliminating unsuitable candidates and ensuring most 

competent people for the jobs. 

 Recruitment is a simple process the candidates are required to fill in the forms and 

deposit with the employer. But selection is a complex and lengthy process. 

Stages Of Selection   

The number of steps in the selection procedure and the sequence of steps vary from organization 

to organization.  The main steps which could be incorporated in the selection procedure are 

discussed below: 

1. Receiving Applications  

2. Screening of Application  

3. Selection Tests  

4. Employment Interview  

5. Background Investigation  

6. Medical Examination  

7. Final Selection  

8. Rejection of unsuitable candidate. 



Page 14 of 22 
 

 

 

Receiving Application / Preliminary Reception  

In most of the organizations, the selection program begins with preliminary interview or 

screening.  In some places if an applicant appears in person, an impromptu preliminary interview 

may be granted.  

Screening of Application 

After the applications are received, the screening committee prepared a list of the candidates to 

be interviewed.  The number of candidates called for interview is normally five to seven times 

the number of posts to the filled up. 

Employment Test  

Employment tests are used to select persons for various jobs.   



Page 15 of 22 
 

 Intelligence Tests: Intelligence tests are used to judge the mental capacity of the 

applicant. They evaluate the ability of an individual to understand instructions and make 

decisions.   

 Aptitude Tests: Aptitude means the potential which an individual has for learning the 

skills required to do a job efficiently, Aptitude tests measure an applicant's capacity and 

his potential of development. 

 Proficiency Tests: Proficiency tests are designed to measure the skills already acquired 

by the individuals. They are also known as performance, occupational or trade tests.  

 Interest Tests: Interest tests identify patterns of interest in those areas in which the 

individual shows special concern, fascination and involvement.  

 Personality Tests: Personality tests probe for the qualities of the personality as a whole, 

the combination of aptitude, interest and usual mood and temperature.  

Interview : Although application blank and employment tests provide a lot of valuable 

information about the candidate, yet they do not provide the complete set of information 

required. 

Interviews Formats 

 Patterned interview/ structured interview  

 Non Directed/ unstructured interview  

 Mixed interview  

 Exit interview  

 Depth interview  

 Stress interview  

 Formal interview  

 Informal interview  

 Case interview 

Types of interview 

 Screening Interview  

 Telephone Interview  

 Video Conferencing  

 Individual interview (one-on-one interview/ face-to-face interview)  

 Panel interview  

 Group interview  

 General Group Interview/Information Session  

 Sequential/Serial Interview 

Background Investigation 

By checking the candidate's past employment, education, personal reputation, Financial 

condition, police record, etc.  

Medicinal Examination   
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The pre-employment physical examination or medical test of a candidate is an important step in 

the selection procedure.  Some organizations either place the examination relatively early in the 

selection procedure or they advise the candidates to get themselves examined by a medical 

expert so as to avoid disappointment at the end.  

Final Selection 

After a candidate has cleared all the hurdles in the selection procedure, he is formally appointed 

by issuing him an appointment letter or by concluding with him a service agreement. 

Training 

Training is expensive. Without training it is more expensive. - Nehru 

Training is the formal and systematic modification of behavior through learning which occurs as 

a result of education, instruction, development and planned experience. 

• Its a short term process 

• Refers to instruction in technical and mechanical problems 

• Targeted in most cases for non-managerial personnel 

• Specific job related purpose 

Training and development is a necessity for both the trainer and the trainee. 

• The trainer (the company) would want to make its staff more efficient in this highly 

competitive world. It would want its employees to know the latest trends and technologies and 

use them according to the company‟s principles and objectives. 

• The trainees (staff) view training and development as a stepping stone for enriching their career 

and fulfilling their personal needs. Training and development is another round of education for 

them, the knowledge from which is to be applied later. So, it‟s more of mutual necessity and 

agreement between the companies and their respective employees when it comes to training and 

development. 

Need for Training 

Training helps employees to do their current jobs. No one is a perfect fit at the time of hiring and 

some training & development must take place. 

• Installation of new equipment or techniques 

• Change in working methods or products produced 

• Labor shortage, necessitating the upgrading of some employees 

• Promotion or transfer of individual employees. 

• Ensures availability of necessary skills and there could be a pool of talent from which to 

promote from. 

• Reduces constant supervision 

• Improves quality 

• Increase efficiency 
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Advantages of Training 

• Leads to improved profitability and/or more positive attitudes toward profits orientation. 

• Improves the job knowledge and skills at all levels of the organization. 

• Improves the morale of the workforce.• Helps people identify with organizational goals. 

• Helps create a better corporate image. 

• Fasters authentically, openness and trust. 

• Improves the relationship between boss and subordinate. 

• Aids in organizational development. 

• Learns from the trainee. 

• Helps prepare guidelines for work. 

Disadvantages of Training 

• Can be a financial drain on resources; expensive development and testing, expensive to 

operate? 

• Often takes people away from their job for varying periods of time; 

• Equips staff to leave for a better job 

• Bad habits passed on 

• Narrow experience 

Objectives of Training 

• Improves Efficiency  

• Improves Quality  

• Versatility in Operations  

• Employees Stability 

Importance of Training 

• Benefits the Organization 

• Benefits the Individual 

• Benefits the Personnel & Human Relations, Intra Group, Internal Group Relations 

Training Methods 

On-the-job training (OJT)  

Method by which employees are given hands-on experience with instructions from their 

supervisor or other trainer. Employees are trained at the actual job location. New employees 

observe the work and then try to imitate.  

Advantages  

• Allows for flexibility.  

• Creates task variety.  

• Good for training teams. 

Drawbacks  

• The lack of a well-structured training environment.  

• Poor training skills of managers.  
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• The absence of well-defined job performance criteria. 

The PROPER Way to Do On-the-Job Training 

PREPARE: Decide what employees need to be taught. Identify the best sequence or steps of the 

training. Decide how best to demonstrate these steps. Have materials, resources and equipment 

ready. 

REASSURE: Put each employee at ease. Learn about his or her previous experience and adjust 

accordingly. Try to get the employee interested, relaxed and motivated to learn. 

ORIENT: Show the employee the correct way to do the job. Explain why it is done this way. 

Discuss how it relates to other jobs. Let him or her ask lots of questions. 

PERFORM: When employees are ready, let them try the job themselves. Give them an 

opportunity to practice the job and guide them through rough spots. Provide help and assistance 

at first, then less as they continue.  

EVALUATE: Check the employees performance and question them on how, why, when and 

where they should do something. Correct errors and repeat instructions. 

REINFORCE and REVIEW: Provide praise and encouragement and give feedback about how 

the employee is doing. Continue the conservation and express the confidence in his or her doing 

the job. 

Apprentice Training 

A system of training in which a worker entering the skilled trades is givens ystematic instruction 

and experience, both on and off the job, in the practical and theoretical aspects of the work. 

Advantages 

• training is intense and lengthy. 

• it is typically conducted on a one-to-one basis. 

Disadvantages 

• Length of training is predetermined by trade association, can‟t be changed to 

accommodate fast learners. 

Mentoring 

• A mentor is a guide who can help the mentee to find the right direction and who can help 

them to develop solutions to career issues. 

• A mentor should help the mentee to believe in herself and boost her confidence. A 

mentor should ask questions and challenge, while providing guidance and 

encouragement. It is a chance to look more closely at yourself, your issues, opportunities 

and what you want in life. Mentoring is about becoming more self aware, taking 

responsibility for your life and directing your life in the direction you decide, rather than 

leaving it to chance. 
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Internship Programs 

• Are jointly sponsored by colleges, universities, and other organizations that offer students 

the opportunity to gain real-life experience while allowing them to find out how they will 

perform in work organizations. 

Lectures 

Advantages 

• large number of trainees can be taught at once. 

• Cost efficient. 

• More effective if training need is the same across participants. 

Disadvantages 

• one-way communication• lack of dialogue, questions, or discussions 

• Not very effective (if have different training needs)  

Audiovisual Material 

 Advantages  

• Good for capturing student interest  

• After initial investment, cost is minimal. 

Disadvantage  

• Difficult to modify and update material  

• Initial cost can be quite high.  

Conferences 

 Advantages 

• Can combine lecture and discussion.  

• Can be good when the ratio of trainees to trainers is relatively small.  

• If designed well, there is a great deal of interaction between trainers and trainees and 

between trainees.  

Disadvantages  

• Success really depends on motivation and interest of participants. 

Training outcomes 

• Information such as facts, techniques, and procedures that trainees can recall after the 

training. 

• Skills that trainees can demonstrate in tests or on the job. 

• Trainee and supervisor satisfaction with the training program. 

• Changes in attitude related to the content of the training. 

• Improvements in individual, group, or company performance. 
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Psychological Tests  

 A psychological test is a standardized measure of a sample of a person‟s behavior that is 

used to measure the individual differences that exist among people.   

 A psychological test is an objective and standardized measure of an individual's mental 

and/or behavioral characteristics.  

 A psychological test is a systematic procedure for observing a person‟s behavior or 

performance, describing it with the aid of a numerical scale or category system.  Mostly 

tests are used as a way of measuring differences between people or differences in the 

same person over time.  

 Psychological testing is a field characterized by the use of samples of behavior, most 

often administered as a series of items in which the individual must give a response, in 

order to assess psychological construct(s), such as ability, cognitive and emotional 

functioning, or personality. 

 The technical term for the science behind psychological testing is psychometrics.  

Psychometrics is the field of study concerned with the theory and technique of 

psychological measurement, which includes the measurement of knowledge, abilities, 

attitudes, personality traits, and educational measurement. 

Objectives of Psychological Tests 

 Psychological tests are used to assess a variety of mental abilities and attributes, 

including achievement and ability, personality, and neurological functioning. To measure 

aspects of mental ability, aptitude or personality of a person  It may be Used as part of 

the recruitment or selection process  

 Provide employers with a method of selecting the most suitable job applicants or 

candidates for promotion  Personality tests are administered for a wide variety of 

reasons, from diagnosing psychopathology (e.g., personality disorder, depressive 

disorder) to screening job candidates.  

 Psychological tests are used in research, however, most serve a practical purpose such as 

schooling, job qualifications, etc.  may be used as tools in school placement, in 

determining the presence of a learning disability or a developmental delay  in identifying 

giftedness, or in tracking intellectual development.  They may be used in an educational 

setting to determine personality   

Need and Importance of Tests 

 Identifies Weaknesses and Strengths: Norm- referenced and group-administered 

achievement tests are the most common types administered in schools.   

 Supports Individualized Lesson Plans: Psychological testing in schools can identify 

students with disabilities or delayed skills and determine their eligibility for receiving 

individualized lesson plans free of charge to families.   

 Enables Placement Decisions 

 Monitors Progress  

 Identifying Disabilities: Learning disabilities can be very hard to identify, but 

psychological testing helps in detecting areas in which students are having difficulties. 
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 Advancement: Psychological testing is also important in helping the school 

administration and teachers to evaluate students‟ academic achievements and make 

decisions about their advancement. 

 Vocational Ability: The results of a psychological test can also assist parents, teachers 

and students ascertain the vocational ability of the child. 

Types of Psychological Tests 

There are two types of Psychological tests.   

 Mental Ability tests   

 Personality tests  

Both of these types of tests divided into sub-categories of testing.  

Mental Ability Test: Includes three subcategories.  Intelligence tests, General  Aptitude tests, and 

Specific Achievement tests  

 Intelligence tests: Measure general mental abilities.  Measure motives, interests, values, and 

attitudes.  They are intended to measure intellectual potential.  

 General  Aptitude tests: Assess talent for specific kinds of learning. (clerical speed, mechanical 

reasoning, etc.)  

1. Scholastic Aptitude Tests:  Scholastic Assessment Test (SAT),  American College 

Testing (ACT) and  Graduate Record Examination (GRE) 

2. Vocational/Career Aptitude Tests:  Armed Services Vocational Aptitude, Test Battery 

(ASVAB)  O*NET Ability Profiler and  Differential Aptitude Test (DAT) 

 Achievements tests: Gauge a person‟s mastery and knowledge of various subjects 

Personality Test: Measure aspects of personality, including motives, interests, values, and 

attitudes. 

Key Concepts in Psychological Testing: 

Standardization   

Standardization is known as the uniform procedures used in administrating and scoring a test.   

Test norms: information used to rank scores in relation to other scores on the test. 

Reliability 

Reliability refers to the measurement consistency of a test or other techniques.  

Example  You take a personality test and are scored as “assertive”. Three weeks later you take 

the same test and are scored as “passive”. A drastic change is probably a result of an unreliable 

test.  

Test-Retest Method  Comparing subjects‟ scores on two administrations of a test. Correlation 

Coefficient  A numerical index of the degree of relationship (-1, +1) 
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Validity 

Validity is the extent to which a test measures what it is supposed to measure.  It refers to the 

ability of a test to measure what it was designed to 

Examples:  What psychologist promoted introspection?  Who developed the four mechanisms for 

dreaming?  What school of psychology does Skinner belong to? 

Popular Psychometric Tests 

1. 16 PF: measures 16 basic personality traits 

2. Stanford-Binnet intelligence scales 

3. OPQ32  Wechsler Adult Intelligence Scale—Fourth Edition (WAIS-IV).   

4. Minnesota Multiphasic Personality Inventory for Adolescents (MMPI-A)   

5. Gordon‟s Personal Profile Inventory 

6. Rorschach Ink-Blot Test 

7. FIRO-B 

8. Children Apperception Test 

9. Thematic Apperception Tests (TAT)  
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AT6013 Transport Management 

Unit II TRANSPORT SYSTEMS 

Introduction to various transport systems. Advantages of motor transport. Principal 

function of administrative, traffic, secretarial and engineering divisions, chain of 

responsibility, forms of ownership by state, municipality, public body and private 

undertakings. 

1. Meaning & Introduction:  

Transport is a means of carrying goods and people from one place to another. Transport refers to 

the activity that facilitates physical movement of goods as well as Individuals from location to 

another. 

Transport plays an important role in today’s modern world. It helps in removing the distance 

barrier. An efficient transport system is essential for sustainable economic development of the 

country and plays a significant role in promoting national and global integration. 

An efficient transport helps in increasing productivity and enhances competitiveness of the 

economy. Efficient transport is indispensable to the economic development of nation. 

There are various modes of transport that include road transport, rail transport, water transport, 

pipelines and air transport. 

2. Forms of Transport:  

1. Road Transport:  

It is the oldest form of transport. It includes various means such as bullock cart, tempo, auto 

rickshaw, busses, car etc. 
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The advantages of road transport are as follows: 

a. It facilitates door-to-door service 

b. Road transport is highly flexible. The route can be changed anytime. 

c. It is economical for short distance. 

d. There are less overheads and less cost in terms of maintenance. 

e. It provides personalized service. 

2. Rail Transport:  

In India railways are owned and managed by the Central Government. 

 

The following are the features of rail transport:  

a. It is suitable for bulky goods. 

b. It is economical for long distance. 

c. There is regularity in the operation of train. 

d. There is less pollution, as the train operates on electricity. 

e. There is uniformity in rates as the rates are fixed by the government. 

3. Water Transport: 

India is surrounded by the Bay of Bengal, the Arabian Sea and the Indian Ocean. Therefore it has 

a long coastline. Water transport refers to movement of goods and passengers on waterways. 
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With the help of these means goods and passengers are carried to different places, both within as 

well as outside the country. 

 

The following are the features of water transport:  

a) Water transport plays an important role in international trade. 

b) It possesses high load carrying capacity. 

c) It is a relatively economical mode of transport for bulky and heavy goods. 

d) Water transport does not require any special infrastructure like roads, and airport. 

e) Sea transport requires large investment on ships and their maintenance. 

4. Air Transport:  
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Air transport is of recent origin in the development of transport system of a country. Air 

transport provides the fastest practical means of transportation. Indian air transport is one of the 

fastest developing aviation sectors of the world. 

The following are the features of Air transport:  

a) Air transport is the most modern and the quickest mode of transport. 

b) Air transport is very expensive, as the operating costs of aeroplanes are high. 

c) Air transport provides comfortable, efficient and quick transport service 

d) Air transport requires less investment on infrastructure. 

e) Air transport is free from physical barriers. 

f) It plays a significant role in the national defence of the country. 

g) Air transport is the most risky form of transport because the chances of accidents are greater 

in comparison to other modes of transport. 

5. Pipelines 

 Refers only to the oil pipelines, not natural gas 

 Not suitable for general transportation 

 Some research has been performed to move minerals in a liquid medium, but outside 

of a few attempts to transport slurried-coal via pipeline, no real successes have 

occurred. 

 Accessibility is very low. 

 Cost structure is highly fixed with low variable costs. 

 Own rights-of-way much like the railroads. 

 Major advantage is low rates. 
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Performance Rating of Modes 

 

Selection 

Determinants 

Modes 

Railroad Motor Water Air Pipeline 

Cost 
3 4 2 5 

1 

Transit time 
3 2 4 1 

--- 

Reliability 
2 1 4 3 

--- 

Capability 1 2 4 3 5 

Accessibility 2 1 4 3 --- 

Security 3 2 4 1 --- 

 

3. Significance of transport:  

Transport plays a significant role in the overall economic development. Transportation results 

into growth of infrastructure, industrialization and massive production. 

Advancement in the transport sector has resulted into comfort and convenience. Well-

functioning transportation systems form the basis for economic prosperity and social well being 

of societies. 

1. Industrial growth:  

Transportation and the Industrial development are interrelated. Without improved modes of 

transportation it would have been harder for the industrial producers to produce and then sell 

their goods to the wider markets. 

Transportation facilitates movement of raw material and other requirement from the place of 

supply to the place of production. Efficient transport is indispensable to the economic 

development of the nation. 

2. Creates employment:  

Transport also contributes to economic development through job creation. It creates both direct 

and indirect employment opportunities. In India, a sizeable portion of the country’s working 

population is directly or indirectly employed in the transport sector. 
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It also facilitates movement of labors and thereby encourages employment resulting into 

industrial development and thereby economic development. 

3. Creates place utility:  

Transportation enables movement of commodities from the producer to the final consumer 

whenever and wherever they are demanded. It creates place utility. Transportation plays an 

essential role in the agricultural sector. 

Agricultural requirements are made available to the farmer at a short span of time. It is an 

integral part t of commerce. It gives place and time utility to goods by removing them from the 

place of production to the places where they are to be consumed. 

4. Bring countries closer:  

No country in the world is self-sufficient. They have to depend on one another to fulfill their 

requirements. Transportation has brought the countries closer. It not only caters to the need of 

mobility but also provides comfort and convenience. 

Travelling is a part of our daily lives. People travel for business purpose, education purpose I and 

vacation purpose etc. The transport system is doing a great job by easing the pain of covering 

vast distance of land thereby bringing the countries closer. 

5. Serve several purposes:  

Transportation provides access to natural resources and promotes trade, allowing a nation to 

accumulate wealth and power. Transportation also allows the movement of soldiers, equipment, 

and supplies during war. 

Hence transportation is vital to a nation’s economy as it serve several purposes. It includes the 

manufacture and distribution of vehicles, the production and distribution of fuel, and the 

provision of transportation services. 

6. Stability in prices:  

Goods can be transported to places where there is scarcity and the prices are high from places 

where there is surplus and the prices are low. Such transfer of goods from the place of surplus to 

the place of scarcity enables to stabilise the prices of the commodity. Thus stability of prices 

restricts the local producers to charge prices at their own will. This discourages monopoly and 

encourages competition. 

7. Specialization and division of labour:  

Transport increases the mobility of labour and capital, widens the market that leads to 

specialization and division of labour, which helps in stabilizing prices. Specialization provides 

employment to a very large number of persons. 

It is only due to transport that modern industrial system and large-scale industries are in a 

position to develop. Without efficient transport it would not have been possible to procure raw 

material, gather large number of workers and distribute the finished goods. 
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8. Use of Economic resources:  

Transportation enables society to enjoy advantages of specializations of resources, and the 

benefits of labour by making it possible for products to be brought great distance, thus avoiding 

the necessity for local production for all conceivable commodities of need. 

Each economic region can thus concentrate upon the goods and services for which it is best 

adapted either through natural resources endowment or through historical development. It, thus, 

leads to a better economic use of available resources. 

9. Standard of living:  

Transportation raises the standard of living, making possible improved housing, clothing, food 

and recreation. 

4. Recent development in transport sector in India:  

India’s transport sector is large and diverse. There has lot of development taken place in the 

transport sector. Modes of transportation comprises of roadways, railways, water ways and 

airways. The development taken place in various means of transport is: 

Roadways in India:  

Road network in India is one of the largest networks in the world. The country’s road network 

consists of Expressways, National Highways, State Highways, Major District Roads, Other 

District Roads and Village Roads. Roads are the dominant mode of transportation in India. 

They are an indispensable means of communication and has come a long way. It is today 

regarded as one of the most ideal and cost effective modes of transportation in India. The Indian 

Roadways play a crucial role in connecting the different parts of India. 

Over the years after independence there has been an extensive development of the network; of 

roads. Major cities of the States and capital of the state are connected by state highways. 

While District roads are connected with village roads. Village roads provide linkage to other 

roads in order to meet their daily needs and access to nearby markets. Roads are easily accessible 

to each individual. 

Roads facilitate movement of both men and materials anywhere within a country. It helps in 

socio-economic development as well as brings national integration. It provides linkages to other 

modes of transportation like railways, airways, and shipping, etc. 

The Indian Roadways play a crucial role in connecting the different parts of India. Over the years 

after independence there has been an extensive development of the network of roads across the 

length and breadth of India. 

Road network of India is the largest road network in the world. India has an extensive network of 

major and minor roads as well as a good number of well-maintained networks of national 

highways, connecting all major cities and tourist destinations. 
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The road transport industry in India has emerged as the dominant part of the transport system. 

The road transport mode in India has come to occupy a pivotal position in the overall transport 

system in India. This mode is estimated to have a share of about 80% in passenger transport and 

60% in freight transport. 

A. the National Highways Development Project is a project to, upgrade, rehabilitate and widen 

major highways in India to a higher standard. The central government is responsible for 

development and maintenance of the National Highway System. 

The project was implemented in 1998. “National Highways” account for only about 2% of the 

total length of roads, but carry about 40% of the total traffic across the length and breadth of the 

country. 

This project is managed by the National Highways authority of India. National Highways 

Authority of India (NHAI) is authorised (mandate) to implement National Highways 

Development Project (NHDP), which is 

i. India’s Largest ever highways project 

ii. World class roads with uninterrupted traffic flow 

The National Highways have a total length of 70,548 km to serve as the arterial network of the 

country. The development of National Highways is the responsibility of the Government of 

India. 

The National Highways Development Project (NHDP) is the largest highway project ever 

undertaken by the country, is being implemented by the National Highway Authority of India 

(NHAI). NHDP Phase I & II envisage 4/6 lining of about 14,279 km of National Highways. 

These two phases of NHDP comprise of Golden Quadrilateral (GQ), North-South and East-West 

Corridors, Port Connectivity and other projects. The Golden Quadrilateral connects the four 

major cities of Delhi, Mumbai, Chennai and Kolkata. (NS-EW) The North-south & East-West 

corridor comprising 4 laning of 7,300 km of National Highway connecting North-south corridor 

from Srinagar to Kanyakumari with East-West corridor from Silchar to Probandar. 

India is the second largest in the world. Indian roads carry about 61% of the freight and 85% of 

the passenger traffic. All the highways and expressways together constitute about 66,000 

kilometers. National Highways Authority of India (NHAI) is the apex Government body for 

implementing the NHDP. 

B. Special Accelerated Road Development Programme (SARD):  

This programme was introduced to improve the road connectivity with state capital, district 

headquarters and remote places in the North-eastern region. This programme facilitated in 

connecting 85 district headquarters in the North-eastern states to national highways and state 

roads. 

The Special Accelerated Road Development Programme for North East (SARDP-NE) envisages 

widening of 3,251 km of National Highways, improvement including widening of 1,257 km of 

State roads and two-laning of 1,888 km of general staff roads in the region. 
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Railways in India:  

Railways are today the predominant form of-transportation in India. The Indian Railways is 

among one of largest railway systems in the world. India’s railroad system is the government’s 

largest public enterprise. The Indian Railways is state-owned and operated by the Ministry of 

Railways. 

Today, it has completed its glorious 150 years of services for the nation. Indian Railways is one 

of the largest railways under single management. It is one of the world’s largest employers. 

Indian railways, the largest rail network in Asia and the world’s second largest under one 

management. 

The railways play a leading role in carrying passengers and cargo across India’s vast territory. 

The Indian Railways have played an integrating role in the social and economic development of 

the country. 

Recent development in rail transport:  

1. There has been a tremendous development in its financial status, safety, security, projects, 

technology and moreover its quality service to the people. Initiatives like online ticket booking, 

computer-based reservation system, IVRS Interactive voice response system, and introduction of 

smart cards have improved the Indian railways considerably. 

2. The Indian Railways, today, provide the principal mode of transportation for freight and 

passengers in India. It is one of the largest networks in the world with a total of 63,221 km and 

providing employment to 1.54 million people. Journey by train has become one of the cheapest 

and convenient ways of transportation for people of all sections of the society. 

3. Indian Railways has seen major technological developments in recent years. These include 

a. Electrification of more tracks, 

b. Development of more efficient locomotives, and 

c. Advancement in terms of passenger amenities including better catering, toilet provisions and 

security features. 

d. Facilities like Internet access and satellite phone are in the pipeline. 

4. Advanced safety features have been incorporated to minimize accidents, while modern 

coaches have been imported for certain trains. Fast trains like the Shatabdi Express and the 

Rajdhani Express have made long distance train journey a relatively fast and comfortable. 

5. Railways have also been modernized in terms of technology, ticketing, computerization and 

overall management. 

Aviation Sector:  

Air transport is the most modern and the quickest mode of transport. Because of its speed travel 

by air is becoming popular. It not only saves time but, also reduces the tiredness involve in 
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covering long distance. It is not a feasible means of transportation for all because of the inflated 

fares. 

However, it is considered to be the fastest and easiest means of transportation. It operates to 57 

domestic stations and 17 international stations. Some of the leading domestic private airlines are 

Air Sahara, Jet Airways and Air Deccan etc. 

Development in the air transport:  

Indian aviation industry has shown a tremendous growth in the post- liberalised era. The 

following are the development in the aviation industry 

1. The development of airports is no longer solely under the public sector; instead private 

participation is allowed and encouraged. New International airports are to be set up in Bangalore, 

Hyderabad and Goa with the help of the private sector. 

2. The Indian aviation industry is one of the fastest-growing aviation industries in the world. The 

Government has adopted a liberal civil aviation policy with a view to improve domestic services. 

3. Along with travel agent, Internet is now evolving as an important medium for ticket booking. 

Shipping transport:  

Shipping transport is the process of moving people, goods, etc. by barge, boat, ship or sailboat 

over a sea, ocean, lake, canal, river, etc. Shipping plays an important role in the transport sector 

of India’s economy. 

Indian maritime sector facilitates not only transportation of national and international cargo but 

also provides a variety of other services such as cargo handling services, shipbuilding and ship 

repairing, freight forwarding, lighthouse facilities and training of marine personnel, etc. 

In recent times, developments and advancements in sea transportation had great impacts on 

international trade. Shipping is a global industry and is closely tied to the level of economic 

activity in the world. 

The demands for shipping activities are rapidly growing. The shipping corporation of India is the 

biggest Indian shipping company owned by the Government of India. 

Development in the shipping transport:  

1. There are 12 major ports and more than 139 minor and intermediate ports in India. 

2. The training of personnel acquired a new dimension with the setting up of a Maritime training 

institute at powai, Mumbai. This institute has modern training facilities so as to ensure that the 

skill and expertise of shipping personnel in an international level. 

3. To improve the efficiency and competitiveness in import services port sector has been open to 

private sector also. 
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Advantages of Road Transport: 

1. Less Investment: 

Roads need less capital than the railways. Laying of railway line needs much capital than road. 

So it is cheaper. 

2. Door to Door Service: 

Railways have the drawback that they cannot go to each village while road transport provides 

door to door service. So it is more beneficial. 

3. Flexibility in Service: 

Unlike railways, the road transport provides flexible service to men and materials. 

4. Employment: 

Road transport provides emplo3mient to many persons directly and indirectly. 

5. Useful for Small Distances: 

While railways are useful in long distances, road transport is useful in small distances. 

6. Complementary to Rail Transport: 

Road transport is helpful to rail transport. People reach railway station taking the help of road 

transport so it provides feeder service to rail transport. 

7. Personal Service: 

Rail transport is managed by Govt. alone while road transport has private and public carriers. So 

there is completion in road transport. Even people have their own vehicles. So it is also a kind of 

personal service. 

8. Helpful in Production of Perishable Goods: 

Road transport is helpful in production of perishable goods as it facilitates the distribution of 

perishable goods from point of production to point of consumption. 

9. Beneficial to Industries: 

Industries which are situated away from railway links, the road transport helps them a lot. It 

facilitates the mobility of men and materials for these industries.  

Disadvantages of Road Transport:  

The following are the disadvantages of road transport system: 

1. Frequent Accidents: 
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Road transport system is dotted with frequent accidents. According to an estimate, there are large 

number of deaths due to road accidents. So it is not safer mode of transport. 

2. Inadequate Roads: 

Most of the roads are in bad shape and are inadequate. There are only 34 km long roads per 100 

sq. km area in India while in Japan 270 km roads per 100 sq. km. 

3. Heavy Taxes: 

There is heavy tax burden on motor transport in India. Tax burden per motor vehicle in India is 

Rs. 3500 while in America it is Rs. 860. 

4. Poor Maintenance of Roads: 

Roads are not maintained properly in India. Less than 0.1 percent of national income is spent on 

the maintenance of roads in India, while in Japan it is 3 percent of the national income. 

5. Rising Cost of Petrol and Diesel: 

Due to high prices of petroleum products and diesel, operational costs of road transport are rising 

and making the mode of transport more costlier. 

6. Unsuitable for Long Distances and Bulky Goods: 

Road transport is unsuitable for long distances as it is uncomfortable as compared to railways. It 

is also not suitable for bulky goods. 

Transport Administration 

The major objectives are the following:- 

 Efficient delivery of all its services to the citizens; 

 Maximizing revenue to the Government by ensuring that all taxes and fees on 

vehicles are collected without any leakage; 

 Promoting Road Safety and providing relief to the victims of road accidents; 

 Controlling vehicular pollution. 

Ministry of road Transport and Highways 

An apex organization under the Central Government, is entrusted with the task of formulating 

and administering, in consultation with other Central Ministries/Departments, State 

Governments/UT Administrations, organizations and individuals, policies for Road Transport, 

National Highways and Transport Research with a view to increasing the mobility and efficiency 

of the road transport system in the country. The Ministry has two wings: Roads wing and 

Transport wing. 
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ROADS WING 

Deals with development and maintenance of National Highway in the country 

Main Responsibilities: 

 Planning, development and maintenance of National Highways in the country. 

 Extends technical and financial support to State Governments for the development of state roads 

and the roads of inter-state connectivity and economic importance 

 Evolves standard specifications for roads and bridges in the country. 

 Serves as a repository of technical knowledge on roads and bridges. 

TRANSPORT WING 

Deals with matter relating to Road Transport  

Main Responsibilities: 

 Motor Vehicle legislation. 

 Administration of the Motor Vehicles Act, 1988. 

 Taxation of motor vehicles. 

 Compulsory insurance of motor vehicles. 

 Administration of the Road Transport Corporations Act, 1950. 

 And promotion of Transport co-operatives in the field of motor transport. 

 Evolves road safety standards in the form of a National Policy on Road Safety and by preparing 

and implementing the Annual Road Safety Plan. 

 Collects, compiles and analyses road accident statistics and takes steps for developing a Road 

Safety Culture in the country by involving the members of public and organising various 

awareness campaigns. 

 Provides grants-in-aid to Non-Governmental Organisations in accordance with the laid down 

guidelines. 
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Administrative units 

 

Powers and Duties of Officers and Employees 

This Department is headed by a Secretary who is an I.A.S officer and who acts as the 

administrative head of the Department and advisor to the Ministers for Transport. One Joint 

Secretary in the cadre of I.A.S. He is assisted in the Secretariat, by 2 Deputy Secretaries and 4 

Under Secretaries along with 12 Section Officers and 19 Assistant Section Officers. This 

Department is responsible for formulation of policies of the Government in respect of Transport 

Department and also for the execution of various schemes to be implemented for the betterment 

of the targeted sections of the society. 

The powers and duties of the officers in the department of Secretariat are indicated below:- 
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Secretary to Government 

The Secretary is the head of office. He is responsible for the careful observance of the Business 

Rules and Secretariat Instructions in the transaction of the business in the department. He 

exercises general supervision and control over the staff under him including Deputy Secretary 

and Under Secretary and is responsible for seeing that the members of the staff do the work 

allotted to them efficiently and expeditiously. Policy matters and all important matter should be 

dealt with in consultation with the Secretary who will be in over all charge of the Department. 

Deputy Secretary to Government 

The Deputy Secretary will deal with cases relating to the subjects allotted and submit to 

Secretary such cases as may be specified. They can send cases for orders direct to the Minister 

with reference to the general directions of the Secretary. The Deputy Secretary also exercises 

control over the sections placed in his charge both in regard to dispatch of business and in regard 

to discipline. 

A Joint Secretary to Government 

He will dealt with cases relating to traffic of State Transport Undertakings, technical 

establishment, Motor Vehicles Maintenance Department, Wage settlement, Road acquisition for 

Railway and Airports etc. 

Under Secretary to Government 

The Under Secretary exercises control over the sections placed in his charge both in regard to 

dispatch of business and in regard to discipline. 

Section Officer 

The Section Officer is in charge of a section of a Secretariat Department. He is assisted by a 

certain number of Assistant Section Officers who work under his direction and control. He is 

responsible for all files relating to the subjects allotted to the Assistant Section Officer under 

him. He is directly responsible to the officers under whom he works for the efficient and 

expeditious dispatch of business at all stages in his section and for office routine and procedure. 

Assistant Section Officer, Assistants, Personal Clerks and Typists 

The main duties of the Assistant Section Officers in a section are to put up notes and drafts, 

maintain the Personal Registers and also assist the Section Officers in their section work. The 

assistants are expected to attend to routine items of work such as comparing, dispatching, 

indexing and docketing of closed papers. They shall also maintain the prescribed periodical 

registers and put up reminders. The typists are expected to type notes and drafts and to fair copy 

all communications to be dispatched. They will compare the matter typed by them with the 

Assistant Section Officer concerned or with the Assistant of the section, as the need arises 

Private Secretaries, Personal Assistants and Personal Clerks 

The Private Secretaries, Personal Assistants and Personal Clerks do the shorthand work for the 

Secretary or other officer, as the case may be and such other items of work as are entrusted to 

them. 
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Organizational Setup 

 

J.T.C  - Joint Transport Commissioner 

D.T.C. - Deputy Transport Commissioner 

C.A.O. - Chief Accounts Officer 

L.O. - Law Officer 

A.D.(I A.W) - Assistant Director, (Internal Audit wing) 

A.D.S.- Assistant Director of Statistics 

A.O. -  Accounts Officer 

S/STAT - Secy,  State Transport Appellate Tribunal 

D.R. - Departmental Representative 

A.A.O -  Assistant Accounts Officer 
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Organizational Setup Field Officers 

 

RTO - Regional Transport Officer 

PA - RTO - Personnel Assistant to RTO 

MVI - Gr - I - Motor Vehicle Inspector - Grade – I 

A – Assistant 

MVI - Gr - II - Motor Vehicle Inspector - Grade – II 

JA - Junior Assistant 
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Cost of Operation of a Passenger Bus in India 
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Now the above fare shall be rounded off to the nearest amount to generate 

modified fare chart.  
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4. Ticket Issuing Machine (TIM) 
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Running Time 
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Route: Madurai to Palani with shuttle trip Palani to Dindigul. 
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Vehicle Registration 
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Customs Duties 
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     (M)        MISCELLANEOUS 
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Motor Transport Workers Act may be applicable for the concerns having more 

than 5 workers (Act 27 of the year 1961). 

Categories  

Hours of Work 

Sec 13: Hours of work for Adult motor transport workers 
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Unit V 
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FORD E-450 

 

CHEVROLET VENTURE 

 

FREIGHTLINER 
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DAILY PRE-TRIP INSPECTION: (OPERATOR) 
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DAILY END-OF-SHIFT MAINTENANCE: (OPERATOR) 

 

 

AS NEEDED MAINTENANCE: (OPERATOR) 

 

WEEKLY MAINTENANCE: (OPERATOR) 

Daily Pre-trip inspection, plus: 

 Check engine oil level 

 Add oil as needed, log 

 Check engine coolant level 



15 
 

 Check condition of belts and hoses 

 fill out weekly maintenance form 

 

DAILY MAINTENANCE: (MECHANIC) 

 

 

 

 

 

 

 
 

 



16 
 

 

 

 



17 
 

Wheelchair Lift 

 Cycle lift, inspect and listen for noises 

If any defects found, document and as appropriate schedule for repair. 

 

 

Standard inspection, plus: 

Items to be inspected: 
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QUARTERLY MAINTENANCE: (MECHANIC) 
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