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Abstract:

Human Resource Management is defined as the management process of an
organization's  human resources. The main responsibility of the human resource
management is the attraction, selection, training, assessment, and rewarding of
employees. It also takes care of the organizational leadership and culture and ensuring
compliance with employment and labour laws. The HRM plays an important role in the
recruitment and selection of the right candidate for the right job. The process of
identification of different sources of personnel is known as recruitment. The main
objective of the recruitment is to attract pool of applicants for the job. The next step is
selection of the candidates for the job. Selection is a very crucial and negative process as
the main objective of the selection process is to reject the unsuitable candidates.
Selection of employees involves many steps to check the eligibility and selecting right
candidate. Application forms and resume plays vital role in selecting the right candidate
for the job. This helps the companies to know about the education background, skills,
abilities, attitude and personality traits etc. Thus, companies give due importance to the
application form and resume for selecting the right candidate.

KEY WORDS:
Application Forms, Recruitment, Skills, Personality traits.
1.INTRODUCTION:

Gone are the days when organisations used to select the candidates by the old process which
resulted into the selection of wrong candidate. Today Human Resource Management plays crucial and vital
role for the selection of the right candidate. HRM is responsible for the attraction, selection, training, and
assessment and rewarding of the employees. It also helps in determining the objectives, policies, and
program that will develop, utilize and distribute manpower so as to achieve the goals of an organisation.
According to Geisler, “Human Resource Management is the process including forecasting, developing and
controlling by which a company ensures that it has the right number of people and the right kind of people at
the right place”. The main objectives of the HRM is to assess or forecast future skill requirements of the
organisation overall objectives. It aims at ascertaining the manpower needs of the organisation both in
number and kind. The objective to put the right candidate at right place with right numbers can not achieved
without HRM. The first step to choose the best candidate starts with recruitment. Recruitment is the process
of searching the right candidates and stimulating them to apply for job in the organisation. It is a linking
activity that brings together those offering jobs and seeking jobs. According to Date S. Beach, “Recruitment
is the development and maintenance of the adequate pool of available labour upon whom the organization
can draw when it needs additional employees. Recruitment precedes the selection process. Selection
process is the process of selecting the right candidate for various positions in the organisations. Selection
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involves a series of steps which helps to screen the candidates for choosing the right candidate. The
application form resume do play a vital role in selecting the right candidate. Application forms are used to
assess the candidate's potential ability and skills. It helps to know the past behaviour which is the best
predictor for how someone will behave in future. Application forms offer a standard set of questions which
is filled by all the candidates which helps the employer to measure all candidates on the same criteria and
make a judgment on whom to invite for next step of selection process.

Resume also work as an effective tool to get the job and attract the employer and it helps the organisation
also to know about the candidate in detail. A resume is compilation of education, background details, work
experience, credentials and other important details which helps the company to make a wise decision
regarding the selection of candidate. The organisation gives much importance to the application form and
resume.

OBJECTIVES OFTHE STUDY

To study the selection process of organisations to select the right candidate for the job.
To understand the relevance and contribution of application form to select the candidate.
To study the structure of Application form used in the organisation.

LITERATURE REVIEW

Selection is a process which involves a series of steps which helps in screening of the candidates
for choosing the most suitable person for vacant positions. The process of selection leads to the selection of
the right candidate who has the ability, skills, attitude and the qualifications to perform the jobs. Selection is
describes as a negative process as it involves the rejection of the unsuitable candidate. On the other hand,
recruitment is treated as positive process as it aims at attracting pool of candidates for the job. Selection is a
complex process at it involves many hurdles which a candidate has to cross before getting the offer of a job.
There are many benefits of the good selection process. The proper selection and placement of candidate
helps in building a good workforce .It also helps in reducing the rate of absenteeism and labour turnover.
The competent employees show higher efficiency and helps in achieving the goals of an organisation.
When people gets job of their taste and they are found to be more satisfied. The job satisfaction in the
employees helps in building the high morale of the employees. There are many factors which should be
considered while selecting the candidate. It is essential to know the physical characteristics of the
candidate. The company should make sure that the candidate is physically fit and able to perform his duties.
The candidate should posses all the abilities sand skill which are required for the job and should be
competent enough as per the job requirement. The company should also use few tests to check the mental
attitude, temperament and character of the candidate. The selection process includes many steps which a
candidate needs to cross before getting the offer of the job. The application form and resume are the part of
the selection process and play a vital role in selecting the candidate. Application forms are used by the
organisation which includes a set of standard questions which are to be filled by the candidate. It helps to
measure the candidate ability and skills on the same criteria and helping the Human resource manager to
take the decision who to reject and whom to call for next round of selection. Resume is basically the primary
way of presentation by the candidate about his education, ability, skills, credentials, work experience, and
other personal information. Thus, it is essential that a candidate should prepare his resume with proper
attention and care. It is the best mode of attracting the employer.

MAIN BODY AND DISCUSSION

Selection procedureThe process of selection depends upon the structure of the organisation. It
may vary from organisation to organisation and even department to department within the same
organisation. However, the main steps could be incorporated in the selections procedures as under:
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Receiving &
Preliminary Screening of

Employment Employment Checking
Interview Application Interview Test references

Form

Examination

Preliminary Interview

In most of the organisation, the selection process starts with the preliminary interview or
screening. This step is brief and does the job of eliminating the completely unsuitable candidates. It has the
advantages to the organisation because it helps in saving the time of the organisation and also saves the
expenses of the company.

Receiving & Screening of Application Form

When the organisation does have vacancy, it is advertised or enquired from the sources. The
company invites the application from the candidates. Application form is basically used to obtain details
about the candidate in detail. It is a set of standard format which each candidate has to fill. It helps the
companies to take the decision to measure the ability of the candidate. It helps the interviewer to formulate
the questions to have more information about the candidate. It makes easy for the organisation to make the
process easy as there is uniformity in filling of the forms. Once the applications are received, they are
screened by the company and eliminate the unsuitable candidate. The screened applicants are invited for the
nextround of selection process.

Employment Test

Each and every individual differ to each other in terms of physical characteristics, skills, ability,
calibre, capacity, attitude , their likes and dislikes and also with respect to their personality traits. Thus
various types of are employment test are used to know more about the candidate. The employment test
includes intelligence test, aptitude test, interest test, personality traits. Employment test are used for
judging the candidate's suitability for the job.

Employment Interview

Employment interview provides a lot of information about the candidate. It helps to find out the
suitability of the candidate. It is used to seek more information about the applicant and gives accurate
picture of the candidate. Itisvery importantto select the right candidate . The ability, skills, communication
skills, mental ability and attitude can be known b the use of employment interview. The face to face
interaction and body language of the applicant helps the interviewer to know more about the personality
traits and his way of thinking can be known.

Checking references

Itis very much important to have detailed discussion with the referee of the candidate as referee is
a potentially an important source of information. It will help the employer to gather the information about
the candidate's ability, skills, personality and behaviour. The HR manager should make an investigation on
thereference provided by the applicant before final selection.
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Medical Examination

The company should take the medical examination of the candidate before the final selection. It
helps in ascertaining the applicant's physical ability to perform the job. It also helps the organisation to
protect from unwarranted compensation and claims under worker's compensation laws or any law suits for
damages.

STRUCTURE OFAPPLICATION FORM

The employer uses application for getting the most relevant data and thus choosing the right
candidate by using the data. It i very important to know the structure of the application form so that all the
areas are covered and more and more information is collected from all the applications. The more data and
information is received will help in making better decisions. Application form mainly consists of five
sections which include personal details, education, employment details and history, activities and interest
and references. The application form my also include the sections which may help to know the reasons for
applying and the competency questions. Personal details section of the application from is very important
Ut includes the straight forward questions which should be filled accurately by the candidate and at
appropriate places. It helps the employer to know the first hand information about the applicant. The next
section is education section in which the candidate is required to fill in all the details about his education.
The candidate is asked to list the names and addresses of school and colleges attended. The candidate is
required to give the academic grades, qualification, certificates from secondary school through to and
including university. The education section helps to know who all are the candidates who have met or
exceeded the minimum academic requirements for the job. The third section is employment history which
is very important to know for the employer. In this section, the candidate is asked to give the details of
employment including past work experience, internships usually most recent first. The candidate should
also include the details like vacation work, part time jobs and temporary work. This helps the employer to
know about the ability and skills of the candidate and helps to choose the right candidate. The next section is
the activities and references in which the candidate should include skills, activities and interest that he has
and is relevant for the job. This works as an advantage for the applicants and increases the chances of getting
selecting for the job. The employer also gets to know the activity, interest, hobbies and helps to know if the
candidate is fir for the job or not. The employer includes the next section which is giving references. In this
section, the candidate is asked to give at least two references. The employer needs to know the references so
that he can have word with the referee and know about the past behaviour of the candidate. Thus, the
employer should always discuss with the referee before doing final selection of the candidate. In the next
section the employer ask the candidate to give the reasons for applying for the job. This section gives the
chance to the candidate to explain and describe himself. It helps the candidate to prove the employer why
he/she is suitable for the job. The candidate here tries to sell himself and match the skills for the job. The
employer analyse the whole information and make his decision regarding choosing the right candidate.

Use of Application Form for Employer

An Application form is basically a set of standard questions which each candidate has to fill while
applying for the job. The use of application form for applying for the job in the organisation is the most
traditional approach. The employment application form helps the employer in gathering the consistent
information about perspective employees. The application form brings uniformity and consistency as the
format is constant and uniform for very applicant. The application form consist of standard questions which
has to be filled by the each candidate for the open position .It helps the employer to measure the ability and
skills of the candidate and also to compare the credentials of the candidate without regard for formatting,
exaggeration, hyperbole and presentation. As said earlier the application is very useful for the employer.
The application form provides equal opportunity for all the candidates and thus works as a fair process. It
also helps in equal monitoring and selecting the right candidate. It is easy to do the comparison between the
candidates and thus helps in short listing of the candidate. The application form is useful if there are large
numbers of applicants and thus reduces the work load of selecting and rejecting the candidate. The
employer would always want to know the education history of the candidate and to know the relevant work
experience, including any sign of progression which can be better known by the use of application form.
The specific set of skills and abilities is required to perform the job which is provided by the application
form filled by the candidate. This will help the employer to shortlist or reject the candidate on the basis of
their desired abilities and skills for the job. The application form helps to know whether the candidate do
have clear understanding of the role and to select the suitable candidate. The forms brings uniformity and
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shows the attitude and personality of the candidate which is required to get fir in the role and fit in the team
the candidate has the potential to work with. The application forms helps in controlling the information that
they receive from the applicants. The employer can filter the all data and select or reject on the basis of the
data received. The application form gives the opportunity to the applicant to describe himself. If the
application form is filled with proper attention and care, it can work as an effective tool to get the desired
job. Application forms are designed to formulate the questions and to trigger certain answers and feedback
from the candidate. The interviewer may use the data to form tricky questions while having face to face
interaction. An application form is designed in such a way that it requires proper attention and thought from
the candidate. This is the best way to know the mental ability, attitude and personality traits of the candidate.
The employer shall use the application for the references in the future. The date can be used for next
vacancy or post and thus it provides the data which is readily available and reduces the cost of advertising
the post or the vacancy. The employer is always interested to know what originally attracted the candidate
for the job. It helps in ascertaining the mind set and future plans and expectation from the job and
organisation. It makes the candidate to show that how qualifications, competencies, and experience will
work as an advantage for the company. The employer design the application form in such a way that it
bring out the personality of the candidate by using examples of experiences to demonstrate the personality.
The application form helps to know the future plans and career planning of the candidate which make the
employer to decide how the candidate fits and for long term association with the organisation

CONCLUSION

There is a lot of competition these days and each and every one is striving to perform better and
better day by day. This it makes necessary for the companies to perform outstanding and use the workforce
effectively and efficiently. It is essential to build great teams and making most of the use to perform better
and achieve the goals of the organisation. The organisation always wants to select the best candidate for
their company. They know the importance of the good candidate. A good candidate will work as an
advantage for the company will perform better. That is why the importance of Human resource
Management has increased a lot in recent times.HRM helps to put the right kind of person at right place and
in right numbers. It helps in the attraction, selection, assessment and rewarding of employees. HRM helps
in designing the better selection process and thus choosing the right candidate. The selection process is very
important for any organisation to make wise decisions regarding the choice of candidate. In the selection
process, the application form does play a vital role for the selection of the candidate. Application forms
helps to know the abilities, skills, and education history, work experience of the candidate .1t is an effective
tool to know about the mental ability, attitude, and personality traits of the applicants. It also helps to know
the future plans and career planning of the applicant which makes the employer to make a decision
regarding the candidate. The companies should design the application form in such a way that it gets all the
relevant information and gives equal opportunity for all the candidates.
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