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PREFACE

The Indian Insurance Industry is broadly segmented into public and private insurance companies. Before year 2000, only public sector insurance companies were allowed to do business in India. But after year 2000, insurance sector was thrown open for private insurance companies as well. But as of now there are around 12 private life insurance companies and around 9 private non-life insurance companies doing business in India. LIC heads the public life insurance companies and ICICI Prudential heads the private life insurance players. This report is prepared with an aim to provide an overview of how recruitment and selection is done in ICICI Prudential Life Insurance. This report also provides brief overview of the organization and its work culture.
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EXECUTIVE SUMMARY

ICICI Prudential Life Insurance is one of the largest Insurance networks in the country, and 2nd Life Insurance Company in India. The ICICI Group has been in existence since 1955 when ICICI Ltd., was created. ICICI Prudential started in 2002 as subsidiary of ICICI Ltd., Today ICICI Life Insurance has a customer base of 4 million with total assets exceeding Rs.1, 00,000 Cr. making it the 2nd largest life insurance company in the country, next only to LIC. The Insurance sector, after the opening up, provides greater opportunities. Several global players have emerged and the market has changed significantly. In the changed scenario, the expectation is that the low Insurance premium as a percentage of GDP prevailing in India will improve and will offer better opportunities to the insurance players. Life Insurance sector is one of the key areas where enormous business potential exists. In India currently the life insurance premium as a percentage of GDP is 1.3 percent against 5.2 per cent in the US, but in the liberalized scenario, the life insurance premiums were projected to grow at around 18% to 20% from Rs 215 billion in 1998- 99 to Rs 592 billion in 2004-05 and to Rs 1450 billion by 2009-10. Corporate non-life premium was projected to grow from Rs 84 billion in 1998-99 to Rs 386 billion in 2009-10 and personal line non-life from Rs 4 billion to Rs 51 billion. In the life Insurance segment the Life Insurance Corporation of India (LIC) is the major player. The LIC has 2050 branches. It is constituted in to seven Zones. Currently there are 5, 60,000 LIC agents in India. General Insurance is another segment, which has been growing at a faster pace.
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Introduction

Life insurance is a form of insurance that pays monetary proceeds upon the death of the insured covered in the policy. Essentially, a life insurance policy is a contract between the named insured and the insurance company wherein the insurance company agrees to pay an agreed upon sum of money to the insured's named beneficiary so long as the insured's premiums are current. With a large population and the untapped market area of this population insurance happens to be a very big opportunity in India. Today it stands as a business growing at the rate of 15-20% annually. Together with banking services, it adds about 7 percent to them countries GDP. In spite of all this growth statistics of the penetration of the insurance in the country is very poor. Nearly 80% of Indian populations are without life insurance cover and the health insurance. This is an indicator that growth potential for the insurance sector is immense in India. It was due to this immense growth that the regulations were introduced in the insurance sector and in continuation “Malhotra Committee” was constituted by the government in 1993 to examine the various aspects of the industry. The key element of the reform process was participation of overseas insurance companies with 26% capital. Creating a more competitive financial system suitable for the requirements of the economy was the main idea behind this reform. Since then the insurance industry has gone through many changes. The liberalization of the industry the insurance industry has never looked back and today stand as one of the most competitive and exploring industry in India. The entry of the private players and the increased use of the new distribution are in the limelight today. The use of new distribution techniques and the IT tools has increased the scope of 
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the industry in the longer run. Insurance is the business of providing protection against financial aspects of risk, such as those to property, life health and legal liability. It is one method of a greater concept known as risk management –which is the need to mange uncertainty on account of exposure to loss, injury, disadvantage or destruction. Insurance is the method of spreading and transfer of risk. The fortunate many who are exposed to some or similar risk shares loss of the unfortunate. Insurance does not protect the assets but only compensates the economic or financial loss. In insurance the insured makes payment called “premiums” to an insurer, and in return is able to claim a payment from the insurer if the insured suffers a defined type of loss. This relationship is usually drawn up in a formal legal contract. Insurance companies also earn investment profits, because they have the use of the premium money from the time they receive it until the time they need it to pay claims. This money is called the float. When the investments of float are successful they may earn large profits, even if the insurance company pays out in claims every penny received as premiums. In fact, most insurance companies pay out more money than they receive in premiums. The excess amount that they pay to policyholders is the cost of float. An insurance company will profit if they invest the money at a greater return than their cost of float.An insurance contract or policy will set out in detail the exact circumstances under which a benefit payment will be made and the amount of the premiums.
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Classification of insurance

The insurance industry in India can broadly classified in two parts. They are.

1) Life insurance.
2) Non-life (general) insurance.                                                                                 
1) Life insurance:

Life insurance can be defined as “life insurance provides a sum of money if the person who is insured dies while the policy is in effect”. In 1818 British introduced to India, with the establishment of the oriental life insurance company in Kolkata . The first Indian owned Life Insurance Company; the Bombay mutual life assurance society was set up in 1870.the life insurance act, 1912 was the first statuary measure to regulate the life insurance business in India. In 1983, the earlier legislation was consolidated and amended by the insurance act, 1938, with comprehensive provisions for detailed effective control over insurance. The union government had opened the insurance sector for private participation in 1999, also allowing the private companies to have foreign equity up to 26%. Following the opening up of the insurance sector, 12 private sector companies have entered the life insurance business.

Benefits of life insurance

· Life insurance encourages saving and forces thrift.

· It is superior to a traditional savings vehicle.

· It helps to achieve the purpose of life assured.

· It can be enchased and facilitates quick borrowing.
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· It provides valuable tax relief.
Thus insurance is found to be very useful in the lives of the person both in short term and long term .
Fundamental principles of life insurance contract :

1) Principle of almost good faith:
“A positive duty to voluntary disclose, accurately and fully, all facts, material to the risk being proposed whether requested or not”.

2) Principle of insurable interest:

“Relationships with the subject matter (a person) which is recognized in law and gives legal right to insure that person”.

2) Non-life (general) Insurance:

Triton insurance co. ltd was the first general insurance company to be established in India in 1850, whose shares were mainly held by the British. The first general insurance company to be set up by an Indian was Indian mercantile insurance co. Ltd., which was stabilized in 1907. There emerged many a player on the Indian scene there after. The general insurance business was nationalized after the promulgation of General Insurance Corporation (GIC) OF India undertook the post-nationalization general insurance business. when individuals or groups select, purchase, use, or dispose of products, services ideas, or experiences to satisfy needs and desires.
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Objective of the study
The aim of the project is to know the procedure of Recruitment & Selection in ICICI PRUDENTIAL. I am able to learn this through organizational structure and working in ICICI Prudential Life Insurance Company. This project is being submitted as requirement for summer training project during the Post Graduate Diploma in Business Management from NIILM School of Business New Delhi.

The study of this project consists of the following activities :
(i) General Policies & Recruitment Process.

(ii) Analysis of selection data from January to June for ICICI Prudential intake.

(iii) Interviewing Experience.

(iv) To review feedback of quality control interviews.
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RESEARCH METHODOLOGY
Research in common parlance refers to a search for knowledge. One can also define research as a scientific and systematic search for pertinent information on a specific topic. The word research has been derived from French word Researcher means to search.

FRANCIES RUMMER defined “Research: It is a careful inquiry or examination to discover new information or relationship and to expand or verify existing knowledge. Research is the solution of the problem, whether created or already generated. 
RESEARCH DESIGN:

Research Design is the conceptual structure within which research is conducted. It constitutes the blueprint for collection, measurement and analysis of data. The design used for carrying out this research is Descriptive.
DATA TYPE: 
In this research the type of data collection is

· Primary data

· Secondary data

DATA SOURCE: 
The sources of collection of secondary data are:

· Questionnaire

· Books

· Websites
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· Magazine

· Brochure.
SAMPLING PLAN:

It is very difficult to collect information from every member of a population .As time and costs are the major limitation that the researcher faces.A sample of 135 was taken the sample size of 400 individuals were selected on the basis of convenient sampling technique. The individuals were selected in the random manner to form sample and data were collected from them for the

research study.

ANALYSIS AND INTERPRETATION:

Data collection through questionnaire and personnel interview resulted in availability of the desired information but these were useless until there were analyzed. Various steps required for this purpose were editing, coding and tabulating. Tabulating refers to bringing together similar data and compiling them in an accurate and meaningful manner. The data collected by questionnaire was analyzed, interpreted with the help of table, bar chart and pie chart.
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Industry Profile

OVERVIEW OF THE INDUSTRY: 

Origin of life insurance:

Life Assurance was born in England when the first policy providing temporary cover for a period of 12 months was issued as easy as 1583 A.D. The Amicable Society started granting fluctuating sum on death since 1705 and a fix sum since 1757, With the development of mortality tables, the life Assurance acquired a scientific character.

The Equitable Society founded in 1762 was the first Society established on scientific basis.

Origin of life assurance in India:
In India, after failure of two British companies, the European and the Albert in 1870, which attempted writing business on Indian lives, first Indian Life Assurance Society was formed in the same year called Bombay Mutual Assurance Society Ltd. It was followed by the Oriental Life Assurance Company Limited in 1874, Bharat in 1896 and Empire of India in 1897. The Idea of insurance was born out of a desire of the people to share loss of an individual by any incident. Originally it restricted to forms other than life assurance. It started with Marine Insurance, where the losses on account of perils of sea were shared 
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by all who were engaged in trade. Reference to some forms of insurance, is found in the codes of Hammurabi, Manu (Manav Dharma Shastra). The word `Yogakshema’ is used in the Rig Veda suggesting that some form of community insurance was practiced by the Aryans in India over 3000 years ago. In India during Buddhist period burial societies existed which were mutual in their character and used to help a family by building a house, protecting the widow, marrying the girls.

The Swadeshi Movement of 1905 provided impetus to the formation of several companies such as the `Hindustan Cooperative’, the `United India’, the `Bombay Life’, the `National’. Further in the wake of freedom movement number of companies such as the `New India’, the `Jupiter’ the `Lakshmi’ emerged. The Government began to exercise a certain measure of control on Insurance business by passing the `Insurance Act’ in 1912. For controlling investment of funds, expenditure and management, a comprehensive Act was passed known as `The Insurance Act 1938’. For controlling the affairs, the office of Controller of Insurance was established. The act was extensively amended in 1950.  

In the year 1955, approximately 170 Insurance Offices and 80 Provident Fund Societies had been registered for transacting Life Assurance business in India. There were, however, no full guarantees to the policyholders. The concept of trusteeship was lacking. Many insurance companies went into liquidation. There were malpractices in insurance business. For achieving the following purposes it was felt necessary to nationalize the insurance business in India. 
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(i)To provide security to the policyholders

(ii)To utilize the funds for nation-building activities.

(iii)To avoid cut throat competition

(iv)To abolish mal-practices

(v)To spread the insurance message to the rural areas.

The first step in this direction was taken by the Government of India by issuing the Life Insurance (the Emergency provisions) Ordinance, 1956 on 19th January, 1956. The then Finance Minister, Shri C. D. Deshmukh mentioned the purpose of nationalisation as reaching the goal of socialistic pattern of society, rendering genuine service to the people in the rural area. The Life Insurance Corporation Act (Act XXXI of 1956) was passed by the Parliament in June 1956 which came in force on 1st July 1956. The Life Insurance Corporation of India came into existence on 1st September 1956.
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PROFILE OF THE ORGANISATION:

ICICI Prudential Life Insurance:
ICICI Prudential Life Insurance Company is a joint venture between ICICI Bank - one of India's foremost financial services companies-and Prudential plc - a leading international financial services group headquartered in the United Kingdom. Total capital infusion stands at Rs. 47.80 billion, with ICICI Bank holding a stake of 74% and Prudential plc holding 26%.

 

They began their operations in December 2000 after receiving approval from Insurance Regulatory Development Authority (IRDA). Today, their nation-wide team comprises of 2074 branches (inclusive of 1,116 micro-offices), over 225,000 advisors; and 7 bancassurance partners.

 

ICICI Prudential is the first life insurer in India to receive a National Insurer Financial Strength rating of AAA (Ind) from Fitch ratings. For three years in a row, ICICI Prudential has been voted as India's Most Trusted Private Life Insurer, by The Economic Times - AC Nielsen ORG Marg survey of 'Most Trusted Brands'. As they grow their distribution, product range and customer base, they continue to tirelessly uphold their commitment to deliver world-class financial solutions to customers all over India.
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PROMOTERS:
ICICI BANK

ICICI Bank Limited (NYSE:IBN) is India's largest private sector bank and the second largest bank in the country with consolidated total assets of about US$ 95 billion as of March 31, 2009. ICICI Bank’s subsidiaries include India’s leading private sector insurance companies and among its largest securities brokerage firms, mutual funds and private equity firms. ICICI Bank’s presence currently spans 19 countries, including India.

 

PRUDENTIAL PLC

Established in London in 1848, Prudential plc is a leading internal retail financial services group with significant operations in Asia, the US and the UK.  Prudential has been writing protection and savings insurance for over 160 years, and today has more than 21 million customers worldwide and over 249 billion in assets under management (as of December 31, 2008). In Asia, Prudential is the leading Europe-based life insurer with operations  in China, Hong Kong, India, Indonesia, Japan, Korea, Malaysia, the Philippines, Singapore, Taiwan, Thailand, and Vietnam. Prudential is one of the largest asset management companies in terms of overall assets  sourced in Asia ex-japan, with ?36.8 billion funds under management (as of December 31, 2008) and operations in ten markets including China, Hong Kong, India, Japan, Korea, Malaysia, Singapore, Taiwan, Vietnam and United Arab Emirates.
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THE COMPANY
ICICI Prudential Life Insurance Company is a joint venture between ICICI Bank, a premier financial powerhouse, and Prudential plc, a leading international financial services group headquartered in the United Kingdom. ICICI Prudential was amongst the first private sector insurance companies to begin operations in December 2000 after receiving approval from Insurance Regulatory Development Authority (IRDA).

 

ICICI Prudential Life's capital stands at Rs. 4,780 crores (as of June 30, 2009) with ICICI Bank and Prudential plc holding 74% and 26% stake respectively. For the period April 1, 2009 to June 30, 2009, the company has garnered total received premiumof Rs 807 crores and has underwritten over 9 million policies since inception. The company has assets held over Rs. 43,000 crores as on June 30, 2009.

 

ICICI Prudential Life is also the only private life insurer in India to receive a National Insurer Financial Strength rating of AAA (Ind) from Fitch ratings. The AAA (Ind) rating is the highest rating, and is a clear assurance of ICICI Prudential's ability to meet its obligations to customers at the time of maturity or claims.

 

For the past eight years, ICICI Prudential Life has retained its leadership position in the life insurance industry with a wide range of flexible products that meet the needs of the Indian customer at every step in life.
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DISTRIBUTION

ICICI Prudential Life has one of the largest distribution networks amongst private life insurers in India. It has a strong presence across India with 2074 branches (including 1,116 micro-offices) and an advisor base of over 225,000 (as on June 30, 2009).

 

The company has 7 bancassurance partners having tie-ups with ICICI Bank, Jalgaon Peoples Co-op Bank, Ratanagiri District Central Co-op Bank, Ballia Kshetriya Co-operative Bank, Renuka Nagrik Sahakari Bank, Arvind Sahakari Bank, Bhandara Urban Co-operative Bank.

Vision:
To be the dominant Life, Health and Pensions player built on trust by world-class people and service. ICICI Prudential hope to achieve by:

· Understanding the needs of customers and offering them superior products and service

· Leveraging technology to service customers quickly, efficiently and conveniently

· Developing and implementing superior risk management and investment strategies to offer sustainable and stable returns to our policyholders

· Providing an enabling environment to foster growth and learning for our employees 

· And above all, building transparency in all their dealings
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Values :
 Every member of the ICICI Prudential team is committed to 5 core values: 

These values shine forth in all they do, and have become the keystones of their success.

 1. Integrity:

“  Be honest and fair in what you say and do”

· Follow the code of conduct

· Take responsibility for your actions

· Don’t compromise long term gains for the short term

· Act in a consistent and equitable manner.
2. Customer First:

“Own the customer and deliver the promise”

· Listen to the needs of your customer

· Remember your colleagues are also your customers

· Empower yourself for superior service

3. Boundaryless:

“Never say it’s not my job”

· Work as team across functions

· Be innovative

· Be open to new ideas and apply best practices

· Go beyond the limits

4. Ownership:
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“If it is to be, it is up to me”

· Own the task

· Adapt to change

· Learn from your mistakes

· Take ownership for your team actions

5. Passion:

“Boundless energy and enthusiasm”

· Stand up and make a difference

· Challenge status quo
· Nature and reward excellence

The success of the company will be founded in its unflinching commitment to 5 core values -- Integrity, Customer First, Boundary less, Ownership and Passion. Each of the values describes what the company stands for, the qualities of our people and the way we work. We do believe that we are on the threshold of an exciting new opportunity, where we can play a significant role in redefining and reshaping the sector. Given the quality of our parentage and the commitment of our team, there are no limits to ICICI Prudential growth.
Board of Directors

The ICICI Prudential Life Insurance Company Limited Board comprises reputed people from the finance industry both from India and abroad. 
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Ms. Chanda D.Kochhar, Chairperson
Mr. N.S. Kannan, Director 

Mr. K. Ramkumar, Director
Mr. Barry Stowe, Director
Mr. Adrian O’Connor, Director
Mr. Keki Dadiseth, Independent Director
Prof. Marti G. Subhramanyam, Independent Director
Ms. Rama Bijapurkar, Independent Director
Mr. Vinod Kumar Dhall, Independent Director
Mr. V. Vaidyanathan, Managing Director & CEO
Management Team

Mr. V. Vaidyanathan , Managing Director & CEO 

Ms. Anita Pai, Chief – Executive Vice President-Customer Service, Technology & Marketing
Dr. Avijit Chatterjee, Appointed Actuary
Mr. Puneet Nanda, executive Vice President
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Organisational Structure Chart of  HR Department


[image: image23]
[image: image24.png]Lt R
IR

Wo coveryou. At every stepin e




                               Organization chart of sales department
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                               Organization chart of Operations Department
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COMPETITORS  INFORMATION:

• Life Insurance Corporation (LIC):
 Life Insurance Corporation (LIC) has been one of the pioneering organizations in India who introduced use of Information Technology in their business.

• Bajaj Allianz General Insurance: 

Bajaj Allianz General Insurance Company Limited is a joint venture between Bajaj Auto Limited and Allianz AG of Germany. Both enjoy a reputation of expertise, stability and strength. 

• Birla Sun Life Insurance: 

The Aditya Birla Group contributes its knowledge of the Indian market while Sun Life Financial contributes global expertise in the areas of protection and wealth management.             
• HDFC Standard Life Insurance:

HDFC and Standard Life have a long and close relationship built upon shared values and trust. Providing long term financial security to policy holders will be the constant endeavor.
• ING Vysya Life Insurance:

 ING, the world’s second largest life insurance company together with Vysya Bank, one of India’s leading private sector banks, forms ING Vysya Life Insurance.
• MetLife India:
 The Metropolitan Life Insurance Company is the number one insurer in the U.S. It is helping build financial independence for its customers. 
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• Tata AIG Insurance: 

Life insurance & general insurance for individuals & corporates by Tata AIG. This site will guide you on how to capitalize on opportunities and protect against uncertainties.
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S.W.O.T. ANALYSIS

Strengths:

The biggest strength of this organization is the:  

 Money power, which makes them ignorant about the gestation period.

 Brand image, Business experience, and Innovative products

 The agents are very selectively chosen have excellent communication skills.
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 Service quality, which is the crux of their mission.

 Large network branches which is helped to customer for the payment
Weaknesses:

 High targets for financial advisors and for the sales departments.

 Many competitors in the market offer same product by the title difference in the premium and offerings.

 Sustainable to risk associated with investments in money market.

 Try to catch middle-lower level people also.

Opportunity:
 Huge market is literally untapped, out of estimated 320 millions insurable markets only 20% of the population is insured.
 Health insurance and pension schemes, an estimated market potential of approximately $15 billion.

 ICICI Prudential should give the insurance coverage both to the parent and child so that their life could be covered in both cases. The customer doesn’t mind paying some extra premium for that.

Threats:
 Players like Bajaj and Birla Sun life with low premium for the similar plans.
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 Entry of many other private companies with equally strong experience and financial strength of foreign partners making the competition difficult and saturating the urban markets.

 Current Govt. policies do not encourage gross domestic savings. If the tax liability of the service class rises, the customer will have little money to invest.

 LIC has woken up from sleep and is following competitive strategies. Its huge surplus in Life Fund gives a capability to lodge Price war.
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ORGANIZATIONAL FUNCTIONS
Human Resources:

i) This team is dedicated to attract, retain and develop talent to meet business needs.

ii) Teams- Corporate, Sourcing, shared services and regional services delivery team
Sales Team:
· Tied Agency Team

The team recruit and manage insurance advisors who represent the company to   the end consumer

· Bank Assurance and Alliance

Philosophy of Bankassurance and Alliance

                                               It is not necessary to change ,

                                               Survival is not mandatory
This powerful statement by Edward Deming, considered by many to the father of modern management principles, is the cornerstone of the spirit that drives Bancassurance and Alliances.

Bancassurance, is a French word, which refers to the process of selling insurance through a bank.

Bancassurance and Alliances, is a channel of selling insurance that relies on the relationship thet financial service providers such as banks, have with their 
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customers.In this channel, the bank acts as an intermediary or as the “agent” in selling insurance.

Insurance selling in this channel, happens not just through banks but also other financial services providers such as advisory services, mutual fund distributors and so on. They could choose to be corporate agents, wherein they are exclusively ICICI Prudential distributors or Brokers, wherein they could sell the insurance products of other companies as well.

The growing importance of this segment can be gauged from its increasing contribution to the company’s top line.Last year, Bancassurance and Alliances contributed to 30% of the company’s sales.For a channel that is still a relatively new concept in the Indian market, that was an astounding achievement.

· Health Assurance: 

Main focus is on medical policies.

Doctor empanelment-Here doctor  is provided with a code. A form is filled and necessary documents are taken like- PAN Card copy etc

Doctors should have:

1. Their registration number.

2. Their own stamp

3.  Letter head and Visiting Card
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People have lot of trust on doctors, thus if doctor recommends a policy, chances of increase in sales are more.

New Business Verticals:
· Priority Circle:

It is special initiative for high net worth customers offering them a range of distinctive services and wealth management expertise for them.

Priority Circle is an exclusive initiative for esteemed clients.It helps clients to manage their money through alliances with premium financial service providers, under one roof so that they can live the good life they are always meant to.

· International Business:
Taps business in foreign markets like the middle east.

· Rural:

Philosophy of Rural Business Channel (RBC)

                                    The things which we in visions see,

                                                 Are heralds of the things to be

                                    For what we dream, we do

                                                 Desires which in our beings burn,

                                    The hopeswith which our bosoms yearn

                                                Are destined to come true

                                                     -Colfax Burgoyne Harner
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           Task of development will never acquire its true meaning and significance if rural 

           areas are not active partners in processes of change and development.The vision  

           that our country and organization holds for Rural India,RBC step ahead to fulfill it.

           Rural channel which was a small team looking after compliance business has   

           today transformed into a large and vibrant channel with competitive top line 

           targets.It now has presence in 17 states through B&A and rural agency and is 

           expanding rapidly.

           There is a vast potential in rural India; however major challenge is   

           distribution.Through RBC, company is strengthening the distribution day by  

           day.Rural agency started in Dec’06 and has reached an advisor base of 12000 in   

           first 4 months and is increasing day by day.

· Direct Marketing channel:

Beside distribution partners, organization also reach out directly to consumers also.

Customer Services And Operations
Dedicated to achieving value through customer centricity
· Customer Service
i) Handle query resolution on new products, schemes.

ii) Customer retention
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· Operations
i) Streamline the work processes between the customer and company.

ii) They act as interface between the clients and the agents, the branches and the underwriters.

iii) They also ensure consistent and quality service to the customer.
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RECRUITMENT
Recruitment is one of the most visible roles undertaken by human resource departments in organizations. Recruitment can be considered as part of a trio, ‘recruit, reward and retain.

Definition: Recruitment is a process of generating a ‘pool’ of candidates by reaching the ‘right’ audience suitable to fill the vacancy. Selection involves ‘picking’ the most suitable candidate from the ‘pool’ that is willing to fill the vacancy.
“The human resources are the most important assets of an organization. The success or failure of an organization is largely dependent on the caliber of the people working therein. Without positive and creative contributions from people, organizations cannot progress and prosper. In order to achieve the goals or the activities of an organization, therefore, we need to recruit people with requisite skills, qualifications and experience. While doing so, we have to keep the present as well as the future requirements of the organization in mind.”Recruitment is a 'linking function' - joining together those with jobs to fill and those seeking jobs. It is a 'joining process' in that it tries to bring together job seekers and employer with a view to encourage the former to apply for a job with the latter.

The basic purpose of recruiting is to develop a group of potentially qualified people. To this end, the organization must communicate the position in such a way that job seekers respond. To be cost effective, the recruitment process should attract qualified applicants and provide enough information for unqualified persons to self-select themselves out.
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Recruitment involves searching for and obtaining potential job candidates in sufficient numbers and quality so that the organisation can select the most appropriate people to fill its job needs.

 It is imperative to understand that an organization with jobs waiting to be filled, HRM personnel need to find candidates for those jobs and match the right candidate with each job.

Recruiting is the process of attracting qualified job applicants.
o One goal of recruiting is to attract the "right" number of applicants.

o Recruiters may seek applicants outside the firm, within the firm, or both.

It is also important for the firm to know what sort of person do they need 

a) To fit the job

- Is it a lonely job?

- Does it require unsocial hours working?

- Does it need a team person?
b) To fit the organization

- What do we believe in?

- Obedience to the boss - or Independence?

- Competition - or Co-operation?

- Customer First - or - Organization First?

c) To provide help to change?
[image: image40.png]Lt R
IR

Wo coveryou. At every stepin e




AIM

According to Armstrong the overall aim is “to obtain at minimum cost the number and quality of employees required to satisfy the human resource needs of the company”.

The aims of recruitment are:

.  To obtain a pool of suitable candidates for vacant posts 

. To use and be seen to use a fair process 

. To ensure that all recruitment activities contribute to company goals and a desirable     company image

. To conduct recruitment activities in an efficient and cost-effective manner.

THREE TYPES OF RECRUITMENT NEEDS:-
1. Planned
The needs arising from changes in organization and retirement policy.
2. Anticipated
Anticipated needs are those movements in personnel, which an organization can predict by studying trends in internal and external environment.

3. Unexpected

Resignation, deaths, accidents, illness give rise to unexpected needs
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PURPOSES AND IMPORTANCE
The general purpose of recruitment is to provide a pool of potentially qualified job candidates. Specifically the purposes are to:
1. Determine the present and future requirements of the organization in conjunction with its personnel planning and job analysis activities.
2. Increase the pool of job candidates at minimum cost.

3. Help increase the selection rate of the selection process by reducing the number of visibly under qualified or over qualified job applicants.

4. Meet the organization’s legal and social obligations regarding the composition of the workforce. 

5. Begin identifying and preparing job applicants who will be appropriate candidates.

6. Increase organizational and individual effectiveness in the short term and long term as well.

7. Evaluate the effectiveness of various recruiting techniques and sources for all type of job applicant
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FACTORS GOVERNING RECRUIMENT

Given the key role and external visibility, recruitment is subject to influence of several factors. These include both internal and external factors.
Various Forces:                 
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EXTERNAL FACTORS 
1.Supply and demand
One of important aspect is the supply and demand of specific skills in the labor market. If the demand for a particular skill is relatively higher than its supply, an extraordinary recruiting effort may be needed.
2. Labour market:
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The labour market conditions in the local area are of primary importance in recruiting for most non-managerial and middle management positions
3 . Image/Goodwill:
Image of the employer can work as a potential constraint for recruitment. An    organization with positive image and goodwill as an employer finds it easier to attract and retain employees than an organization with negative image.
4   Political and legal considerations:
The organization also has to follow the reservation pattern as specified by the   government.
5. Unemployment rate: 
When the employment rate in a give area is high, the companies recruitment process might be simpler. The number of unsolicited applicants is usually greater and the      increased size of labour pool provided better opportunities for attracting qualified candidates.
6. Competitors: 
The recruitment policies of the competitors also effect the recruitment function of the organisations. To face the competition, many a times the organisations have to change   their recruitment policies according to the policies being followed by the competitors.
INTERNAL FACTORS
1. Recruitment policy
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Most organizations have a recruitment policy on recruiting internally (form own   employees) or externally (from outside the organization). 
2. Human resource plan
A major internal factor that can determine the success of the recruiting program is whether or not the company engages in HRP. In most if the cases, a company cannot attract prospective employees in sufficient numbers and with the required skills overnight. It takes time to examine the alternatives regarding the appropriate sources of recruits and the most productive methods for obtaining them
3. Size
Size is another factor having its influence on the recruitment process. An organization with over a thousand employees will find recruiting less problematic.
4. Cost of recruiting
The cost of recruiting is a very prominent factor. Recruiting costs can be calculated per new hire and the figure is found to be considerable now a days. 
5. Growth and Expansion

The growth and expansion will determine the extent of recruitment proportionately.

THE RECRUITMENT PROCESS

The recruitment process comprises of five stages, namely
i) Planning

ii) Strategy

iii) Searching
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iv) Screening

v) Evaluation and control










INDUCEMENTS
Organizational inducements are the entire positive features and benefits Offered by an organization that serve to attract job applicants to the organization. Three inducements need special mention here:
[image: image47.png]Lt R
IR

Wo coveryou. At every stepin e




o Compensation: Starting salaries, frequency of pay increases, incentives, and fringe benefits can all serve as inducements to potential employees.

o Career opportunities: These help present employees to grow personally and professionally and also attract good people to the organization. The feeling that the company takes care of employee career aspirations serves as a powerful inducement to potential employees.

o Image or reputation: Factors that affect an organization’s reputation include its general treatment of employees, the nature and quality of its products and services and its participation in worthwhile social endeavors.

CONSTRAINTS
The process of recruitment is affected by various factors. 

If a firm has a poor image in the market, many of the prospective candidates may not even apply for vacancies advertised by the firm. If the job is not attractive, qualified people may not even apply.

Any job that is viewed as boring, hazardous, anxiety producing, low paying, or lacking in promotion potential seldom will attract a qualified pool of applicants. Recruiting efforts require money sometimes because of limited resources, organizations may not like to carry on the recruiting efforts for long periods of time, this can, ultimately, constrain a recruiter's effort to attract the best person for the job. Governmental policies often come 
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in the way of recruiting people as per the rules of the company or on the basis of merit/ seniority, etc. For example, reservations to special groups (such as scheduled castes, scheduled tribes, backward castes, physically handicapped and disabled persons, ex-servicemen, etc.) have to be observed as per Constitutional provisions while filling up vacancies in government corporations, departmental undertakings, local bodies, quasi- government organizations, etc
[image: image49.png]Lt R
IR

Wo coveryou. At every stepin e




SOURCES OF RECRUITMENT:

There are two general sources of recruitment:
1. Internal sources

2. External sources.

Internal Sources: Internal sources of recruitment means suitable candidates from among the current employees in an organization. 
Persons who are already working in an organization constitute the 'internal sources' are retired employees, dependents of deceased employees may also constitute the internal sources. Whenever any vacancy arises, someone from within the organization is upgraded, transferred, promoted or even demoted.

Although recruiting may bring to mind employment agencies and classified ads, current employees are often your largest source of recruits. In some organizations up to 90% of all management positions are filled internally. Filling open positions with inside candidates has several advantages.
Employees see that competence is rewarded and morale and performance may thus be enhanced. Having already been with your firm for some time, inside candidates may be more committed to company goals and less likely to leave. Promotion from within can boost employee commitment and provide managers a longer-term perspective when making business decisions. It may also be safer to promote employees from within, since you're likely to have a more accurate assessment of the person's skills than you would otherwise. Inside candidates may also require less orientation and training than outsiders.
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Yet promotion from within can also backfire. Employees who apply for jobs and don't get them may become discontented; informing unsuccessful applicants as to why they were rejected and what remedial actions they might take to be more successful in the future is thus essential. Similarly, many employers require managers to post job openings and interview all inside candidates. Yet the manager often knows ahead of time exactly whom he or she wants to hire, and requiring the person to interview a stream of unsuspecting inside candidates is therefore a waste of time for all concerned. Groups may also not be as satisfied when their new boss is appointed from within their own ranks as when he or she is a newcomer.

Promotions and Transfers

This is a method of filling vacancies from within through transfers and promotions. A transfer is a lateral movement within the same grade, from one job to another. It may lead 
to changes in duties and responsibilities, working conditions, etc., but not necessarily salary.

Promotion, on the other hand, involves movement of employee from a lower level position to a higher-level position accompanied by (usually) changes in duties, responsibilities, status and value.Organizations generally prepare lists or a central pool of persons from which vacancies can be filled for manual jobs. Such persons are usually passed on to various departments, depending on internal requirements. If a person remains on such rolls for 240 days or 
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more, he gets the status of a permanent employee as per the Industrial Disputes Act and is therefore entitled to all relevant benefits, including provident fund, gratuity, retrenchment compensation.

Job Posting

Job posting is another way of hiring people from within. In this method, the organization publicizes job openings on bulletin boards, electronic media and similar outlets. One of the important advantages of this method is that it offers a chance to highly qualified applicants working within the company to look for growth opportunities within the company without looking for greener pastures outside.
Internal Job Posting In ICICI: IJP is an initiative whereby staff members can apply for open positions across the organization.

IJP provides:
· Cross-functional carrer opportunities for all staff members

· Opportunity to growth in the roles they are best suited for.
Employee Referrals

Employee referral means using personal contacts to locate job opportunities. It is a recommendation from a current employee regarding a job applicant. The logic behind employee referral is that "it takes one to know one". Employees working in the organization, in this case, are encouraged to recommend the names of their friends 
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working in other organizations for a possible vacancy in the near future. In fact, this has become a popular way of recruiting people in the highly competitive Information Technology industry nowadays. Companies offer rich rewards also to employees whose

recommendations are accepted - after the routine screening and examining process is over - and job offers extended to the suggested candidates. For example Hewitt technologies offers cash rewards to employees whose referrals are selected.

 As a goodwill gesture, companies also consider the names recommended by unions from time to time.

Possible Benefits and Costs of Employee Referrals

The person recommending gives a realistic picture about the job. The applicant can weigh the pros and cons carefully before handing over the CV .The applicant is more likely to accept an offer if one is made and once employed, to have a higher job survival.
It's an excellent means of locating potential employees in those hard-to-fill positions.

Recommenders may confuse friendship with job competence. Factors such as bias, nepotism, and eagerness to see their friends in the company may come in the way of hiring a suitable candidate.

Merits and Demerits of 'Recruiting People from Within'
Merits
· Economical: The cost of recruiting internal candidates is minimal. No expenses are incurred on advertising.
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· Suitable: The organization can pick the right-candidates having the requisite skills. The candidates can choose a right vacancy where their talents can be fully utilized.

· Reliable: The organization has knowledge about the suitability of a candidate for a position .

· Satisfying: A policy of preferring people from within offers regular promotional avenues for employees. It motivates them to work hard and earn promotions. They will work with loyalty, commitment and enthusiasm.

Demerits
· Limited Choice: The organization is forced to select candidates from a limited pool. It may have to sacrifice quality and settle down for less qualified candidates.
· Inbreeding: It discourages entry for talented people, available outside an organization. Existing employees may fail to behave in innovative ways and inject necessary dynamism to enterprise activities.

· Inefficiency: Promotions based on length of service rather than merit, may prove to be a blessing for inefficient candidates. They do not work hard and prove their worth.
           Recruitment from within may lead to infighting among employees aspiring for  

           limited, higher level positions in an organization. As years roll by, the race for  

           premium positions may end up on a bitter note.
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External recruitment: It is a process that recruits from outside the organization, facilitates the entry of new people and ideas in the organization.
EXTERNAL SOURCES
Usually, the following external sources are utilized for different positions.

1. Advertisement

2. Employment agencies

3. Public Employment Agencies

4. Private Employment Agencies

5. On Campus Recruitment

6. Employee Recommendations.

7. Gate Hiring

Advertisement. Advertisement is the most effective means to search potential employees from outside the organization. Employment advertisement in journals, newspapers, bulletins, etc., is quite common in our country. By means of advertisement, the organization is able to communicate its requirement of people some of whom may be its prospective employees. An advertisement contains brief statement of the nature of jobs, the type of people required, and procedure for applying for these jobs.

Employment Agencies. Many organizations get the information about the prospective candidates through employment agencies. In our country, two types of employment 
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agencies are operating: public employment agencies and private employment agencies. Though both of these perform activities regarding employment suggestions to their clients, often they differ considerably

Public Employment Agencies. There are employment exchanges run by the government almost in all districts. The employment seekers get themselves registered with these exchanges. Normally, such exchanges provide candidates for lower positions like semi-skilled and skilled workers, and lower-level operatives like clerks, junior supervisors, etc.
Private Employment Agencies. There are many consultancy and employment agencies like ABC Consultants, Positive consultants, Mafoi consultancy etc., which provide employment services particularly for selecting higher level and middle level executives. 
These agencies also undertake total functions of recruiting and selecting personnel on behalf of various organizations. They charge fees for this purpose.

On Campus Recruitment. Many organizations conduct preliminary search of prospective employees by conducting interviews at the campuses of various institutes, universities, and colleges.

This source is quite useful for selecting people to the posts of management trainees, technical supervisor, scientist, and technicians. The organizations hold preliminary 
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interviews on the campus on the predetermined date and candidates found suitable are called for further interviews at specified places.

Employee Recommendations. Employee recommendations can be considered to employ personnel particularly at the lower levels. The idea behind employee recommendations as a source of potential applicants is that the present employees may have specific knowledge of the individuals who may be their friends, relatives, or acquaintances. If the present employees are reasonably satisfied with their jobs, they communicate these feelings to many persons in their communities.

Gate Hiring. The concept of gate hiring is to select people who approach on their own for employment in the organization. This happens mostly in the case of unskilled and semi-skilled workers. Gate hiring is quite useful and convenient method at the initial stage of the organization when large number of such people may be required by the organization. It can be made effective by prompt disposal of applications, by providing information about the organization’s policy and procedures regarding such hiring and providing facilities to such gate callers.

It is not necessary that a particular organization will utilize all sources to employ people of all types. Some of the sources are more useful for a particular category of employees. For example, advertisement is more useful for employing managerial personnel. Similarly, gate hiring is more suitable to employ unskilled personnel.
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Merits and Demerits of External Sources of Recruitment
Merits
· Wide choice: The organization has the freedom to select candidates from a large pool. Persons with requisite qualifications could be picked up.

· Injection of fresh blood: People with special skills and knowledge could be hired to stir up the existing employees and pave the way for innovative ways of working.
· Motivational force: It helps in motivating internal employees to work hard and compete with external candidates while seeking career growth. Such a competitive atmosphere would help an employee to work to the best of his abilities.
· Long-term benefits: Talented people could join the ranks, new ideas could find meaningful expression, a competitive atmosphere would compel people to give out their best and earn rewards, etc.
Demerits

· Expensive: Hiring costs could go up substantially. Tapping multifarious sources of recruitment is not an easy task either.
· Time consuming: It takes time to advertise, screen, to test and to select suitable employees. Where suitable ones are not available, the process has to be repeated.
· De-motivating: Existing employees who have put in considerable service may resist the process of filling up vacancies from outside. The feeling that their 
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services have not been recognized by the organization, forces them to work with less enthusiasm and motivation.

· Uncertainty: There is no guarantee that the organization, ultimately, will be able to hire the services of suitable candidates. It may end up hiring someone who does not 'fit' and who may not be able to adjust in the new set-up.
SELECTION

The process of selection involves predicting which candidates will make the most appropriate contribution to the organization - now and in the future.

Selection is the process of gathering information about applicants for a position and then using that information to choose the most appropriate applicant.

According to Stone

"Selection is the process of differentiating between applicants in order to identify (and hire) those with a greater likelihood of success in a job".

Selection process assumes and rightly so, that there are more number of candidates available than the number of candidates actually selected. These candidates are made available through recruitment process.

AIM

o Gather as much relevant information as possible
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o Organize and evaluate the information

o Assess each candidate in order to:

- Forecast performance on the job, and

- Give information to applicants, so that

- They can judge whether or not they wish to accept an offer of employment

So now we can say that selection is about collecting evidence to enable you to make an accurate judgment about a candidate’s strengths and weaknesses in relation to the job.

TYPES OF SELECTION DEVICE

Managers can use a number of selection devices to reduce accept and reject errors. The best-known devices include an analysis of the applicant's completed application form, written and performance-simulation tests, interviews, background investigations, and in some cases, a physical examination. 

The following chart lists the strengths and weaknesses of each:
1. The Application Form

Strengths:
            - Relevant biographical data and facts that can be verified have been

  shown to be valid performance measures for some jobs.

-When items on the form have been weighted to reflect job relatedness,

  this device has proved to be a valid predictor for diverse groups.
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Weaknesses:

-Usually only a couple of items on the form prove to be valid predictors 

of job performance and then only for a specific job.

-Weighted-item applications are difficult and expensive to create and   maintain.

2. Tests
            Strengths:
           - Tests of intellectual ability, spatial and mechanical ability, perceptual

 accuracy, and motor ability are moderately valid predictors for many semiskilled

 and unskilled lower-level jobs in industrial organizations.

· Intelligence tests are reasonably good predictors for supervisory positions.

Weaknesses:

-Intelligence and other tested characteristics can be somewhat removed


             from actual job performance, thus reducing their validity.
3. The Interview

Strengths:

- Must be structured and well organized to be effective predictors.

- Interviewers must use common questioning to be effective predictors.

Weaknesses:

- Interviewers must be aware of legality of certain questions.

- Subject to potential biases, especially if interviews are not well structured and

   Standardized.
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4. Background Investigations

Strengths:

. Verifications of background data are valuable sources of information.

Weaknesses:

-Reference checks are essentially worthless as a selection tool.

5. Physical Examination

Strengths:

- Has some validity for jobs with certain physical requirements.

- Done primarily for insurance purposes.
           Weaknesses:

- Must be sure that physical requirements are job related and do not discriminate.
A very generic form of R&S process:

1. Identify vacancy

2. Prepare job description and person specification

3. Advertising the vacancy

4. Managing the response

5. Short-listing

6. Arrange meeting with candidates

7. Conducting interview, tests etc., and decision making 
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Recruitment vs. Selection:

Both recruitment and selection are the two phases of the employment process.Differences are: 
1. Recruitment is the process of searching the candidates for employment and stimulating them to apply for jobs in the organisation WHEREAS selection involves the series of steps by which the candidates are screened for choosing the most suitable persons for vacancies. 
2. The basic purpose of recruitments is to create a talent pool of candidates to enable the selection of best candidates for the organisation, by attracting more and more employees to apply in the organisation WHEREAS the basic purpose of selection process is to choose the right candidate to fill the various positions in the organisation. 
3. Recruitment is a positive process i.e. encouraging more and more employees to apply WHEREAS selection is a negative process as it involves rejection of the unsuitable candidates.
4. Recruitment is concerned with tapping the sources of human resources WHEREAS selection is concerned with selecting the most suitable candidate through various interviews. 
5. There is no contract of recruitment established in recruitment WHEREAS selection results in a contract of service between the employer and the selected employee
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UNDERSTANDING THE RECRUITMENT AND SELECTION PROCESS

The recruiting and selecting process can best be envisioned as a series of hurdles. Specifically, recruiting and selecting require:

1.Doing employment planning and forecasting to determine the duties of the positions to be filled.

2. Building a pool of candidates for these jobs by recruiting internal or external candidates.

3. Having the applicants fill out application forms and perhaps undergo an initial screening interview.
4. Utilizing various selection techniques such as tests, background investigations, and physical exams to identify viable job candidates.

5. Sending to the supervisor responsible for the job one or more viable job candidates.

6. Having the candidate go through one or more selection interviews with the supervisor and other relevant parties for the purpose of finally determining to which candidate an offer should be made.
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MODES OF RECRUITMENT IN ICICI PRUDENTIAL LIFE INSURANCE:
1. Job Portal

2. Talent Hunt

3. Direct Sources

4. Pinnacle
5. Campus Recruitment

6. Consultancies
7. PGPMI
1. Job Portal

It is a process of posting the position with the job description and the job specification on the job portal and also searching for the suitable resumes posted on the site corresponding to the opening in the organization. Resume Scanner is one major benefit provided by the job portals to the organizations. It enables the employees to screen and filter the resumes through pre-defined criteria’s and requirements (skills, qualifications, experience, payroll etc of the job. Also, the jobs can be posted on the site almost immediately and is also cheaper than advertising in the employment newspapers. Online recruitment helps the organizations to automate the recruitment process, save their time and costs on recruitments.Different websites used are times jobs.com, naukri.com etc. It has various advantages and disadvantages.
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Advantages:

a) Recruiter can shortlist candidates from bulk.
b) Resumes are shortlisted as per company’s requirement which can cover area of specialization, experience, location etc.

Disadvantages:
a) Recruiter has to pay to access these websites.

Recruitment through times jobs.com:

Search candidate
Advanced search: It covers all parameters.

Location: Chandigarh

Functional areas: sales, finance, bank

Area of specialization: Bank, insurance, finance

Industry: Banking, financial services, insurance, retailing

Resume freshness: 1 month old

Sort by: intellisort

Refine within results:

Candidate summary

Shortlist candidate

Collaborate: My folders-April Hiring Punjab

Excel download (download)
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Hiring through the job portal.
1. Scope: Kinds of issues covered : issues covering the area of planning, sourcing , IT, HR ops.
2. Need for job portal: In order to attract more candidates’ traffic and reduce hiring cost. It will also enable to track the applicant trail by capturing each recruitment stage and hence providing a sourcing funnel to the organization. This will also help improve sourcing efficiency by constant monitoring of recruitment time line and process through system generated reports.
3. Role And Responsibility:
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RECRUITMENT SOURCE: DIRECT (grade 1&2 hires)

	Role 
	Handled By
	Key Responsibilities

	Planning Team
	Planning Team
	 1.Communicating the hiring         plan-April-email                  

	Central Sourcing Team
	Central Sourcing Team
	1.Match with annual plan
2.Find the expected to hire  number

3.Segregate state wise

4.Communicate the plan to sourcing team for  the month-5th of the month

	State HR Manager
	Sourcing Team
	1. Creation of JR (T)

	Senior Manager
	Sourcing Team
	1. Approves JR (T+2)

	TAM
	Sourcing Team
	1.Screen and shortlist available  profiles.

2.Map against JR 

	Regional HR Manager
	Regional HR
	1. Hire candidate on D.O.J

	HR Ops Team Member
	HR Ops.
	1.Complete data entry
2.Generate appointment letter

3.Create profile for rejected candidate.
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RECRUITMENT SOURCE:DIRECT(RHR Hires)

	Role
	Handled By
	Key Responsibilities

	Planning Team Member
	Planning Team
	Communicating the hiring plan-April-email

	Regional HR Manager
	Regional HR Team
	· Match with annual plan

· Find the expected to hire number

· Creation of JR(T)

· Screen & shortlist available profiles

· Map against JR

· Hire candidate on DOJ

	Senior HR Manager
	Regional HR Team
	Approves JR(T+2)

	HR Ops Team Manager
	HR Ops
	· Complete data entry
· Generate appointment letter

· Data entry for rejected candidate


      4. Process by Planning Team:
Communication of annual hiring plan by 30th April, 2009.

      5. Process by Regional Manager:

Compare plan Vs. Actual

 [image: image69.png]Lt R
IR

Wo coveryou. At every stepin e



  
  Creating JR on Pace

· Create Position number (LOC+Job Code+ Reports To+ Dpt.)

· Update the Position Number on JR creation page(within 2days of receipt of plan)

· JR will flow to portal for approval every 4hours.
6. Process by Senior HR Manager
Approves the JR on portal (within 2days of JR creation)
7. Process by Regional Manager

· Update the JR# on the hard copy of the PDF

· Get the PDF filled from the candidates

· Conduct the interview process

      8.Process for new Profiles Candidates

      In case of branches with connectivity :
· TAM(Talent Acquisition Manager)/RHR(Regional HR) to conduct CV short listing

· In case some candidates are rejected at this stage itself than courier the PDFs to the HR Ops. Office at Kandivali, Mumbai.
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· If Cvs is short listed than applicant/ Consultant/TAM creates profile mandatory fields only.

· On the portal,applicant/Consultant/TAM applies for a job against the JR

· TAM/RHR to conduct initials screening and forward filtered profiles to line manager.

· Post further shortlist by line manager: TAM/RHR to do manual test score upload and schedule interview.

· Update IES on portal as “selected”

· Print the copy of IES and get it signed by line manager
· Print a copy of an offer letter

· On confirmation of offer acceptance from candidates accept the offer on portal on behalf of candidate

· RHR confirms the joining and online employee generation through PACE interface

· TAM/RHR submits the dockets on doc-track using applicant id of portal
In case of branches without connectivity

· Accumulate the PDF 

· Ensure that the PDF has the correct JR no.

· Courier the PDFs to the HR Ops. Office at Kandivali, Mumbai.
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9.Process for existing profiles

· This process applies to all PGPMI and campus hires as well

· Screening and shortlist candidate

· In case the candidate has not applies for the JR, then 

· Check with the candidate asking him to apply to the JR (Apply on behalf of candidate against JR if req.)

· In case the candidate has applied for the JR, then 

· Schedule the interview (check with line/inform candidate/reschedule if req.)

· Conduct the interview

· If the candidate is selected, then
· Update the IES as “selected” on portal

· Print the copy of IES and get it signed by line manager

· Print a copy of an offer letter

· On confirmation of offer letter acceptance from candidate accept the offer on portal on behalf of candidate

· RHR confirms the joining and on line employee id generation through PACE interface

· TAM/RHR submits the docs on doc-track using applicant id of portal

· In case the candidate is rejected then 
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· update the result on portal(don’t send the PDF to HR Ops)
10. Uploading pre joining docs (only for selected candidates)

· collect the PDF, IES, from the candidate

· update the applicant id on each document

· hand over the document to the scanning CPA

· upload the document on doc-track

11. Confirming employee on DOJ

· post offer acceptance, verify the receipt of pre joining documents on doc-track

· once the candidate joins, confirm the DOJ on portal, the data will follow to PACE every 8 hours

· upload the documents on doc-track
12. Process by HR Ops 

For selected candidates

· in case of branches with connectivity

· scrutinize received documents
· index and upload documents in Omnidocs

· acknowledge receipt of documents on doc-track by tagging them as complete and discrepant
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· audit the already data entered fields and make required corrections

· publish afore mentioned audit report monthly

· complete the data entry on PACE

· generate appointment letter using PACE-BO

· update all the relevant milestones on doc-track

· create physical file for storage with RMC

· update the barcodes provided by RMC on doc-track for future reference
· In case of branches without connectivity

· Scrutinize received documents
· Scan and upload documents in Omnidocs

· Create profile on portal

· Share a MIS of data entry complete cases with TAM/RHR so that they might select/reject the candidate on portal

· Create physical file for storage with RMC

· Update the barcodes provided by RMC on doc-track for future reference

· In case of Discrepant document

· Scrutinize documents/details provided for discrepancy resolution
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· Update fresh status of the case on doc-track

· Forward complete cases for data entry, filing and storage

13. For candidates rejected during CV short listed
· Scrutinize received PDFs 

· Create profile on portal

· Share the data entry completed PDFs

· Share a MIS of DE complete cases with TAM/RHR so that they might reject the candidate on portal
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14. TAT Identified:
	No.
	Process
	TAT


Process beings: First week of every month
	1.
	JR creation (from receipt of Hiring Plan)
	2 Days

	2.
	JR approval
	2 Days

	3
	Update IES
	DOJ-2

	4
	Offer Roll Out
	DOJ-2

	5
	Update pre Joining Docs on Doc-track
	DOJ-1

	6
	Collect Joining Docs
	DOJ

	7
	Employee ID generation
	DOJ+1

	8
	Upload joining docs on Doc-track
	DOJ+2

	9
	Acknowledge receipt of Docs on Doc-track
	DOJ+4

	10
	Complete the Data Entry
	DOJ+6

	11
	Generate the appointment letter
	DOJ+7

	12
	Discrepancy MIS
	DOJ+4

	13
	Query Resolution
	DOJ+6

	14
	Creating Profile for rejected candidates
	Recpt.+15
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Advantages:
1. One gets numerous data out of this process.
2. One needs not to depend upon other sources.
Disadvantages:
1. It is very time consuming process.

2. Some locations remain  uncovered in this process.
2. TALENT HUNT
It covers employee referrals. It is a good source of recruitment. A recommendation from current employee is considered best source because an employee will recommend one he believes. Employees can develop good prospects for their families and friends by 
acquainting them with the advantage of a job with the company. Employees are also paid monetary incentives for every successful hire. In ICIC, employees are paid with Rs.7500.
Advantages:
1. It is cost effective.
2. Current employee knows the organization to best of his knowledge, so it will help employee recommended by him to understand the organization faster.
3. There is no need to search for talent outside.
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Disadvantages:
1. There can be possibility of inbreeding.
2. They can demand unacceptable privileges.

3. DIRECT SOURCES

It is the most common and least expensive approach to recruitment in which job seekers submit application letters or resumes directly in the organization. It provides company pool of potential employees. 
Advantages:
1. It is most beneficial to organization economically. 
2. It is less time consuming activity.
3. They are effective in filling the unskilled vacancies as well as skilled positions.

4. The person who is really keen to join the company comes and is self-motivated

Disadvantages:
1. Less Reliable.
4. PINNACLE

It is a method through which unit’s manager’s advisor becomes unit manager. It is an encouraging procedure because the advisors get chance to excel. Advisors are set with certain targets and when they are fulfilled, they become eligible to get promoted. It is 
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quite beneficial for the organization as advisors are well known with company’s rules and regulations and work culture.
Advantages:
1. Internal candidates fulfill the need for vacancies and they are already aware of   company’s policies, rules and regulations.

2. Candidates are encouraged to give their best.

Disadvantages:
1. It 
5. CAMPUS RECRUITMENT

Colleges, universities and institutes are fertile ground for recruiters. In fact, in some companies, recruiters are bound to recruit a given number of candidates from institutes every year. A search of suitable candidates is made by visiting various campuses. Campus recruitment is going global with various companies.
The campus recruitment is so much sought after by the recruiters that each college, university, department or institute will have to have a placement officer to handle recruitment functions.
Advantages:
1). Freshers get a chance to prove themselves.
2). This controls brain drain.
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Disadvantages:
1). It is often an expensive process. 
2). High rate of turnover.
6. CONSULTANCIES

Employees can also be recruited through the help of different consultancies such as carrer path, pyramid e-services etc. These and other agencies are retained by the organizations for recruiting and selecting managerial and executive personnel.
Advantages:

1) They have nation wide contacts.
2) They have experienced staff.

3) They have dedicated resources to fill vacancies.

4) They have huge data.
Disadvantages:
1) They charge specific fees also.
2) It is not much reliable because it has high turnover rate.
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7. PGPMI
ICICI Prudential Life Insurance Company, the country's no. 1 private life insurer has joined hands with Chitkara Business School to launch the Post Graduate Program in Management and Insurance, to provide a value rich 6 months management course for students aspiring to make it big in the Insurance Industry.

Course Objective:
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Advantages:
1. It makes students ready to confront challenges and enhance the quality of professional engagement in the insurance industry.
Disadvantantages:
1. Every individual can not meet eligibility criteria.
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RECRUITMENT THROUGH DIFFERENT MODES IN ICICI PRUDENTIAL LIFE INSURANCE COMPANY:
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Stages of recruitment and selection in ICICI Prudential Life Insurance:

· Interview in region
· Selection of eligible candidates

· Filling up of PDF (Personal Data Form)

· Interview of candidate and online test

· Documentation

· Creation of applicant id

· Creation of JR (Job Requisition) No.

· Scanning of document

· Doc-Track entry

· Calling to eligible candidate

· Traing for a week: The focus of training is to develop key competencies and skills among staff members so as to facilitate attainment of full people potential.

· Filling of Rishta document

· Appointment
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QUALITY CHECKS TEAMS - a way to make a difference…
Introduction:
People are the greatest assets of an organisation, because, through people all other resources are converted into utilities. However, management of ‘People Resources’ has always been a vexed problem ever since the beginning of organised human activities. A number of managerial responses have been developed to answer this question.
Participate methods in the workplace are one way to improve  both the work environment for employees and productivity and quality for the company.
Quality selections imply the development of skills, capabilities, confidence and creativity of the people through cumulative process of education, training, work experience and participation. It also implies the creation of facilitative conditions and environment of work, which creates and sustains their motivation and commitment towards work excellence. Quality has emerged as a mechanism to develop and utilize the tremendous potential of people for improvement in productivity.
Quality Check teams are not limited to manufacturing firms only. They are applicable for variety of organisations where there is scope for group based solution of work related problems. Quality Check teams are relevant for factories, firms, schools, hospitals, universities, research institutes, banks, government offices etc.
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DEFINITION
Quality :- degree of excellence a product or service provides.
Quality Check Team is a small group of 6 to 12 employees doing similar work who voluntarily meet together on a regular basis to identify improvements in their respective work areas using proven techniques and pre determined set of parameters for analysing the psychology of the person. Work related problems coming in the way of achieving and sustaining excellence leading to mutual upliftment of employees as well as the organisation. It is "a way of capturing the creative and innovative power that lies within the work force". 
Quality Check Teams is a management approach for an organization, centered on quality, based on the participation of all its members and aiming at long-term success through customer satisfaction, and benefits to all members of the organization and to society."
CONCEPT 
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The concept of Quality Check Teams is primarily based upon recognition of the value of the worker as a human being, as someone who willingly activises on his job, his wisdom, intelligence, experience, attitude and feelings. It is based upon the human resource management considered as one of the key factors in the improvement of product quality & productivity. Quality Check team’s concept has three major attributes:-
a. Quality Teams is a form of participation management. 

b. Quality Teams is a human resource development technique. 

c. Quality Teams is a key factor for recruitment process. 

Basic reason to bring this change in the organisation is to make a benchmark and restructure the set standards procedures by including the quality check teams that take the final interview of the candidates and select the candidates after evaluating him on various parameters e.g experience, presence of mind, knowledge, skills, confidence, communication skills etc.
Participation of the management, makes it more successful in the organizational structure where HR team interacts at very initial level of the procedural activity and provides a candidates comfort level in the organisation and makes him feel that how important that candidates is for the organization. Moreover it makes candidates feel that how important his job position is for the organization. So, this is how both management and candidate feel responsible for each other. 

[image: image89.png]Lt R
IR

Wo coveryou. At every stepin e




For any organization, its goodwill is very important. So to be on top every organisation is making best effort to bring a difference from the other. So now ICICI Prudential Life Insurance  is trying to make a bench mark by introducing TQM’s tool Quality Check post/ teams to play an active role before recruiting the candidate through telephonic interview with set standards, parameters and set of questions to check the presence of mind as well as knowledge.
OBJECTIVE 
The objectives of Quality Teams are multi-faced.
a) Change in Attitude.
From "I don’t care" to "I do care" 
Continuous improvement in quality of work life through humanization of work.
b) Self Development
Bring out ‘Hidden Potential’ of people
People get to learn additional skills.
c) Development of Team Spirit
Individual Vs Team – "I could not do but we did it"
Eliminate inter departmental conflicts.
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d) Improved Organisational Culture
Positive working environment.
Total involvement of people at all levels.
Higher motivational level.
Participate Management process.
e) Other
To recruit skilled labour.
To recruit smart workers.

To recruit dedicated and committed work force.

To recruit highly and self motivated candidates.
To recruit people who can be assets to the organisation instead of liability or cost.
To recruit people who can deal with the people in right way and make sure that organizational goals are the priority rather than personal goals.
To Hire the person who has willing to take on his goals and organizational goals all together without bias.
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Quality Check Teams in ICICI Prudential Life Insurance:
The organization has started a new procedure this 1stJune 2009, which comes under TQM’S TOOL, called Quality Check Team.

Quality Check teams are introduced by the Head branch of the organisation, in Mumbai which has passed a norm to change in the recruitment policy and to include the most important step so far that is a TELEPHONIC INTERVIEW.

Under this quality check tool, ICICI PRUDENTIAL took the initiative to introduce this tool in the insurance sector that is Quality check teams who takes telephonic interview through their Dehli Branch where QCT seats and takes the interview round. Where they have various set of parameters and set of psychology, situational, personal, job related questions which they ask to the eligible candidate after personally interviewing to the staff manager and Chandigarh branch HR Team.

A feedback has been taken to find out what the employees feel about this procedural change in the process though they were not aware that whether they selected by such process or telephonic interview. Calls were made to candidates for different job positions e.g, profile of UM (Unit Manager), BIO, AFSM (Associate Financial Service Manager), AHAM (Associate Health Assurance Manager) etc. The focus was to check the presence of mind of the candidates by asking them situational questions etc  e.g the questions which were asked by the quality check team to the candidates were:

1) Introduction
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2) Duration of work experience?
3) How you are supposed to make a team in the organization?
4) How do you convince a customer for the lead given to you?

5) How do you manage things when you are blamed for something you haven’t done?

6) Any incident that you have sorted out without taking anyone’s help?

7) What will you do in a situation when employees and customers do not cooperate with you?

8) What will you do when boss gets angry to you?

9) How to deal with a person who is jealous of you in the same organization?

10)  What are the qualities of a sales person?

11)  How would you react when a customer misbehaves with you?

12)  Why did you leave the last organization?

13)  What are your achievements?

14)  How to make a team in a situation of downfall in the market?

15)  Suppose you are in a meeting with your boss and suddenly one of your client comes to meet you regarding payment or anything else, what will you do?

16) What do you know about ICICI Pru?

17) Why you want to join IPRU?

18) Where you see yourself after 5 years?

19) Why you have chosen this field ?
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20) How is your relation with your superior?

21) Would you like to ask anything about our organisation?

Feedback:

This was quite an interesting fact that every single person enjoyed this experience either he was selected or rejected. In every way candidates shared their wonderful experience with us. I called them and asked them about the feedback of the telephonic interview and the  all the candidates shared their experience happily. They felt their importance even before entering into the organisation with fair and transparency method of selection where people is not judged throw how he/she looks , talks, wear, present etc. They appreciated the new recruitment change in the policy and procedure of hiring a candidates. They thought that organization should positively go through this step before final selection of the employee.
According to them:
1) It is a good learning process.

2) One knows about his level that where does they stand.

3) Confidence level is checked.

4) Person feels more confident in this conversation.

5) It is quite an interesting concept.
6) Fair way of selecting candidates,

7) Only good looks, presentation and clothes doesn’t makes a complete sense.
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8) Come across their strengths and weaknesses.

9) Comfortable zones to share and ask views.
Disadvantages:
1) Anyone randomly can give interview on others behalf.

2) Costlier affair

3) Time consuming.
4) Numbers cannot be located sometimes.
5) Person may not be available when QCT calls.
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Other Experiences and learnings in ICICI:
Every organization works on a software. Software used by HR department in ICICI is PACE i.e. Personalised Accessible Convenient Easy. Manager has their own login id and password. PACE consists of different menus like:

 Employee Head Count from which fresh list of active and separated employees can be seen.
Query Viewer which can help a person to see exit reports i.e to see record of terminated employees etc.
View Separation Request where one used to apply for resignation. It is confirmed that the employee has no dues with the company. A notice period is there for employees with different grades. Grade I & II employees have 30 days time period and for grade III & above, it is of 60 days. If they don’t specify, their basic pay is deducted. After employee’s full and final settlement, relieving letter is issued.

Job Data consists of employee’s work location, job information, salary plan.

One of the important task which is done on PACE is Mapping. Mapping in this organization refers to making changes. Mapping is done in cases when sometimes location, reporting manager etc of an employee gets changed. Its mandatory to make these type of changes. Position number of the employee is copied from his emp id and then it is updated.
Each and every work is very well organized. In Pru Universe, there is an option of directory. One can just enter the employee id of the person and get information about him/her like telephone no, office no.
Under the section HR, there is an option of recruitment portal where one can search those candidates for recruitment who directly apply on the site of company. 
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A-Mantra is a software which is used for workspace allocation and management. There is lot of learning in this organization.

Live Interviews:
During the time period of my internship, I also got a chance to attend live interviews of persons who have applied for the post of Health Assurance Officer by HR Manager. The questions which were asked to them were:

1. Introduction?

2. Through which source they have come?

3. Why left the last organization?

4. Package getting there?

5. Expected package over here?

6. Achievements in last organization?

7. How to convince the client?

8. Knowledge about the applied profile?

9. Any links with doctors etc?

10. Confident about yourself?
It was quite an interesting session. 

Conclusion: One can notice the attitude of interviewee and its impression on the interviewer. The knowledge about the profile is must. Achievements are worth telling. One should be confident but over confidence puts a very bad impression.
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Major Findings & Recommendations

1. ‘Consultants’ are the major contributor to the ICICI Prudential’s recruitment process.

2. Employee reference works well at lower and middle grades, and if HR department can assess the level of correlation between the performance levels of the employees, with the sources of their recruitment (i.e. Direct, Employee Reference, Consultants etc.). This can help in:

· Prioritizing the sources of recruitment.

· Saving many resources by streamlining the preferred source.

· It will cut down the overall costs of the recruitment activity.
3. Generally, employee reference has many long term benefits as a source of recruitment: 

· Employee reference may contribute to the long term stability of individuals, by increasing cohesion between employees, thus countering high attrition rate of a growing sector. 

· It helps HR managers in getting more information about the referred candidate, as HR manager understands the current employee well. So, if the current employee is a valuable asset, and is sincere towards his job to the organization, we can have an indirect idea about the candidate being referred.

4. Direct source has contributed well, even at the higher levels. So, it is advisable that recruitment team keeps on developing this source, as it has lowest recruitment cost of its own.

5. In lower grades, major contributors Employee Reference, and Direct sources have worked well, and can be further developed to avoid the costs involved in the recruitment as a paid-up cost to the consultants
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