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HR PLANNING

• Human Resource planning is the process by which an organization

ensures that it has the right number and kind of people, at the right

place, at the right time, capable of effectively and efficiently

completing those tasks that will help the organization achieve its

overall objectives

• It involves developing and determining objectives, policies and

programs to procure, develop and utilize human resources so as to

achieve the goals of the organisation



NATURE OF HUMAN RESOURCE PLANNING

• HR planning aims at ascertaining the needs of human resource in

terms of number and kind.

• It prepares an inventory of existing human resource of the

organization.

• It helps in determining the shortfall or surplus of workforce by

comparing the total needs and present supply of human resource.

• It helps in initiating training programmes for the employees on the

basis of gaps in talent and also plans for retirement and discharge.



OBJECTIVES OF HR PLANNING

• To ensure optimum use of present human resource.

• To avoid imbalances in the distribution and allocation of human resources in 

the different departments of the organization.

• To assess or forecast the future skills requirements for the organization.

• To provide control measure to ensure availability of necessary human 

resources when required.

• To control the cost aspect of the human resource.

• To provide data for taking transfer and promotion decisions.



IMPORTANCE OF HR PLANNING

• Human Resource planning results in reduced labour costs.

• It serves as basis for planning of employee development for the optimum use of 

worker’s skills in the organization.

• It enables identification of gaps of the existing personnel so that corrective training 

is imparted.

• It leads to improvement in the overall business planning process.

• It helps in formulating managerial succession plan as a part of the replacement 

planning process.

• It helps to evaluate the effect of alternative human resource policies and actions 

taken.
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TECHNIQUES OF DEMAND FORECASTING

• Managerial judgement: In smaller companies the managers to think about their

future workloads and decide how many people they need.

• Work Study Techniques:

Workload Analysis: The human resource planners find out sales forecasts, work

schedules and determine the human resource requirements. The departmental

work-loads are converted into man-hours in terms of different skills required.

On the basis of past experience the work loads are converted into manhours

required.



EXAMPLE OF WORKLOAD ANALYSIS

For example

Annual Production of the company: 5,00,000 units

Standard Manhours required per unit: 2 hours

Planned Manhours for the year (5,00,000 * 2)= 10,00,000 hours

Annual Contribution of a worker = 2000 hours

No. of workers required (10,00,000/2000) = 500 



WORKFORCE ANALYSIS

• It is understood that all the workers will not be available on all working days

because of the major problems Absenteeism and Labour turnover

• In the previous example we have identified 500 workers are required. But to

take the absenteeism and labour turnover into account it is essential to do

work load analysis.

• If on the basis of past experience it is found that a margin of 20% of the

human resource required as per workload analysis , then the company must

have 600 workers on its payroll for meeting the annual production targets.



STATISTICAL TECHNIQUES

• Ratio and Trend Analysis: Under this method, the main emphasis is on the 

ratios which are calculated for the past data relating to number of 

employees of each category of production level, sales level, activity level/ 

workload level and employees.

• Econometric Models: To use econometric models, it is necessary to analyse

past statistical data and to describe the relationship between a number of 

variables in a mathematical formula. This is a complex process which is used 

in large organisations. 



STATISTICAL TECHNIQUES

• Bureks –Smith Model: E.H. Bureks and R.D. Smith developed a formula for estimating the

future HR needs.

• The model is 𝑬𝒏 =
𝐋𝐚𝐠𝐠 +𝑮

𝟏

𝑿

𝒀

• 𝐸𝑛 is the estimated level of personnel demand in the planning period n

• Lagg is the overall turnover or current business activity.

• G is the growth of the business activity

• X is average productivity improvement in period n (X=1.08 means 8% increase in

productivity).

• Y Total level of business activity divided by the current no. of employees. (level of activity per

person)



STATISTICAL TECHNIQUES

• Regression Analysis: This technique is used to estimate the

human resources requirements of an organization’s at a future

point of time, based on the factors such as sales, output, services

rendered etc. Regression analysis is used when the dependent

and independent variables can be identified. Electronic softwares

are used to run regression equations and forecast human

resource needs.



SUPPLY FORECASTING

• The human resource planner must consider both the external supply and

internal supply.

• The external supply is important as the employees separation through

retirement, illness, voluntary turnover, death, discharge etc. requires the

organization to recruit employees.

• The external supply is also required when company plans for expansion or

diversification.

• The internal supply is influenced by existing employees, labour wastage,

internal promotions, changing conditions of work and absenteeism.
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PROBLEMS OF HUMAN RESOURCE PLANNING  

• Lack pf understanding of rationale for planning

• Insufficient support of top management

• Insufficient initial support

• Lack of co-ordination with the other functions

• Lack of integration with organizational plans

• Resistance from employees

• Expensive and time consuming

• Environmental uncertainties

• Insufficient Information



GUIDELINES FOR EFFECTIVE HR PLANNING

•Organised Effort

•Support of top level management

•Integration with corporate plans

•Involvement of operative managers

•Environmental forecasting

•Human resource information system



JOB ANALYSIS

• Job Analysis is a systematic collection and compilation of

data about each job in the organization to redesign each

job in such a manner so as to distinguish it from the other

jobs.

• It is essentially collection of data and analyzing it. It

provides data of jobs in terms of duties, responsibilities,

skills, knowledge etc.



JOB ANALYSIS: INFORMATION PROVIDED

• Job Identification

• Significant characteristics of the job

• What a typical worker does

• Which materials and equipments a worker uses  

• How a job is performed

• Required personnel attributes

• Job relationships
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JOB DESCRIPTION

• JOB DESCRIPTION: It is an organized factual statement of job contents in the 

form of duties and responsibilities of a specific job.

• It includes:

Job title or name

Job Location

Job Summary

Duties to be performed

Machines tools, Materials to be used

Relationship with other jobs

Working Environment



JOB SPECIFICATION
• JOB SPECIFICATION: It is a document which states the minimum acceptable 

human qualities necessary to perform a job properly.

• The specifications may relate to:

Educational Qualifications

Training and Experience

Physique and Health

Personality

Mental Abilities

Maturity

Creativity

Aptitude



Basis Job Description Job Specification

Definition It is a written statement of 
the contents of the Job

It is a written statement of 
the qualities required for 
performing the job

Purpose Its purpose is to identify,
define and describe the job

Its purpose is to facilitate 
recruitment, selection, 
training etc. of the people for 
the job

Contents It describes title, duties 
working conditions, 
supervision, relationships 
involved in a job

It specifies education,
training, experience, aptitude 
etc. required for performance 
of the job

Sequence It is prepared before Job
Specification

It is prepared after job 
description



USES OF JOB ANALYSIS
• Human Resource Planning

• Recruitment and Selection

• Placement

• Training and Development

• Job Evaluation

• Performance Analysis

• Employee Counselling

• Job Design

• Organisational Design

• Safety and Health
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TECHNIQUES OF DATA COLLECTION FOR JOB 
ANALYSIS

• Questionnaires: It includes asking questions related to job, duties, machines used,

working conditions etc from employees as well as supervisors or mangers

• Written Narratives: it is detailed description about nature of the job from job holder

and manager

• Observation: in this the job analyst watches and observes the individual performing

the job and takes notes to describes the task performed by the employees

• Interviews: The job analyst visits each job site and talks to the employees

performing the job to obtain complete understanding about the job

• Log Records: diary or log book is given to each job holder and asked to daily record

the duties performed marking the time taken to perform each task.


