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ABSTRACT

The study simed at exploring the nature of activities and tasks
performed by young management graduates and the skills {human,

technical snd conceptual) required to perform them effectively.

Fortyfour management graduates from 34 organizations {private
sector, public sector and multinational companies, banks, family-
owned business and professionally-managed organizations etc.) were
intarviewad for the stddy. Analysis of the intsrvisw data has
~yielded the followings ’

1. A comprehensive list of kay performance arsas and compstency
recquiremsnts for marketing, finance, production, psrsonnel
and systems jobs in different settings. Though ths perfor-
mance areas show tremendous veriation across different jobs,
the following compstencies have bsen stated to be indispensable
for effactive performance of any jJobi Man-management skills,

innovativeness and ability to plan and execute divarse

activities,

2, Cortain issues which have significant implications for
improving the quality of management aducation in India,

Most important of them is faulty currioculum.
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A large number of fo;ding- an& cases being used sre written
by foreign suthors bassd on Wastern settings, Thase have
1limited relevance to the realities of Indian organizations,
Consaquantly a frash managemant graduate {s not well prepared
to mest the challengas of work life., The case discussion and
exarcises conducted in the class hinge around the role of
Chiaf Executive in the crganization. This gives rise to false
axpactations among students, They expect to do the kind of
things i.e. policy planning and strategic decision-making,
which in reality may come to them only in the lzter years of
their career. In order to avoid this rude shock and frustra-
tion tog the gradudtes, more and more Indian cases and readings
highlighting work l1ife of lower and middle level exscutives

should be incorporated in the curriculum.

Recommandations for future management graduates to help them
adjust to the work environment during the formative fears.
They have been advised to rely on the fesedback from their
seniors, rathar than on placsment talks, while making the
choice of job and organizationf more weightage should be
given to the job coﬁtant rather than the salary at this
stage; they should not hava "MBA hang upe" and mix fresly
with pesople as interpersonal skill is ths most important

sbility for effective pearformance on any job.



AN EXPLORATORY STUDY OF KEY PERFORMANCE AREAS AND COMPETENCY
REQUIREMENTS OF YOUNG MANAGEMENT GRADUATES#

T.U- Rao
Pramod K.S5. Solanki

INTRODUCT ION

In some of the Post Graduate Programmes of Management, the students
are introduced to the managemsnt profession through HBR classics
1ike "The Manager's Job 3 Folklore and Fact" by Mintzberg (1975)

and "Skille of an Effective Administrator® by Robert Katz {4970).
Mintzberg's article demonstrates that managers perform roles 1ike -
figurehsad, leader, liaisor, monitor, disseminator, spokesman,
entrepreneur, disturbance handler, resource allocator and nego-
tiator. The studies by Mintzberg (1973,1975) and later studies

on the naturs of managerial work by Kotter (1982), and Luthans et al
{1985) highlight the nature of tasks performad by managers in Western

settings.

While these studiss introduce a management student to the nature of
managerial work broadly, hs gots away with the imprassion that as
goon ag he graduates he will be required to perform roles like that

of & figurehead, leadsr, liaisor, disturbance handler, resource

* The data for this study were collected by Arundhati Ramanathan and
K. Balasubramaniam. Thair assistance is gratefully acknowledged.



spokesman, disseminator, negotiator etc, which i not true. This
impression is created as most of the management literature available

is on top level managers from other countries,

Thie study was undertaken to provide more realistic understanding
of the nature of managerial roles parformed by management graduates
in their initial years of work life. The =study was undertaken with

the following objectivess

1. To find out the nature of activitiss and tasks performed in
different functional areas by managesment graduates in the

initial years of employment after their graduation.

2, To prepare a preliminary list of compatenciaa'(managarial,
tachnical, human and conceptual = knowledge, attitudes and

skills) recuired to perform these functiaons.

This is intendsd only as an sxploratory study,

METHODOLOGY

Management graduatas of the Indian Institutesof Managemsnt and
LRI working for less than five years were chosen to be inter-
viewsd for thie study. The organizations where they are working
ware chosen to include private sector and public sector cumpaniaa,

multinationals and banking Institutions. GSome of thess ware
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professionally managed companies and some othars family-owned
business houses. The list of organizations fro; where ths
respondents were interviewsd is given in Appendix 1. Fortyfour
candidates from 34 organizations were interviewed for this

exploratory study,

The subjects were approached individually and data collected

through a structured interview. Subjects ware asked to describes

1. The Key Performance Arsas (KPAs) of their job and the

competencies required to perform them effectively.

2. Two of the critical incidents that occured while per-

farming their job/s.
3. The culture of organizations in which they wers working.
4, Their suggestion to the future management students,
S. Their oun plan for careesr advancement .

Basides thase, the biographic infommation of candidates like
their ege, oualification and work sxperience befors Jjoining the
post=Graduate Programme in Management etc. were also callscted.
The detailed biographic informetion of candidates is given in

Appendix IT.

The cases were clessified on the basie of the function they werse
handling at the time of interview, Following 1s ths function-wise

distribution of the candidates intervieweds:
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Markating 19
Production 3 .
Banking, Finance & Accounts 15
parsonnel & Industrial Relations,
HRD 1
Systems ' 4
Genaral Management 2
Total 3 ::

Case studies ware prepared on the basis of the intervieaws and
function-wise KPAs and competency recquirsments were recorded,.
A list of KPAs and Competency Reaquirements for various functions

is given in Appendix IlI.

Key Performance Arsas (KPAs) in Different Functions and Settings

A close look at Appandix III, containing KPAs for various functions,
roveals cartain amount of overlap in the nature of work carried out
by persons working in different functional areas. Neverthsless,
certain core areas of responsibility for each of the functions are
easily distinguishable. UWhat follouws below is an attempt to bring
out those areas of responsibility vis—a-vls their functional specia-

lisations.

Marketing, Advertising and Sales

The main thrust of all the marketing activities is to devslop and
enhance the acceptability of a product or service with the client
system. In order to achisve this matketing personnel frecuently
visit the clients and apprise Fhsm of the aqualities of their product/

gervice. They also use various research tools to identify new and
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potential market for their products. The feedback abtained through
the field staff and various consumer surveys is ussad to modify the
existing pioducts suitably or launch new onas if potential market
exists, The feedback is also used to plan the marketing strategy
for the future. Post-sals calls to check whathar the product is
giving satisfactery service or not, are one of the major respon-
sibilities of marketing personnel, Such a practice builds the
credibility of the organization, which seems to be the prewrequisite
for the success of the product. Other responsibilities of marketing
personnel fnclude motivating the eales staff and coordinating their
woTk, having the duss collscted from the clients, to liaise with
the advartising agency to convert the marketing aérategy into
advertising stretegy, budget allocation for the product undsr
their charge, wmuality monitoring, certain amount PR work (i.e.
_visiting the big clients once {in a while), kesping track of
distribution and trying to maintain the mamufacturing and delivary

schedule atc.

Though above are the major performance areas for marketing personnsl,
a great deal of variation was found in the functions of marketing
personnal in different aorganizations. The functions also depsnd

on the nature of the marksting job. Two illustrations ( a product

manager and an araa sales manager) are presented belows

1. S{tting in budget discussions and once the budget decisione
are taken allocating the finances for products under his

Jurisdiction.
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2. Providing all the marketing inputs and making advertising

plans,

3. Following up the marketing plans and making any mid-course

corrections if required.
4, Marketing research
5. Production planning
6. Dagpatch follow-up
Te Neuw product development
8. Quality monitoring

Ha stated that ha spends his time® almost acqually for the following
four activitiesy (i) mestings, (ii) correspondence, passing bills,
writing routine letters atc., (iii) brain-storming with other
product managers, and (iv) conceptualising his ideas and writing

reports and marketing plans etc.

Mr. N. Chandra, ATea Ssles Manager, Hindustan Lever Limited, Bombay
has the following to say about his rasponsibilities on tha jobs

1. To interact with fisild (sales) staff and motivate them.

2. To gather infomation about local market conditions,

3 To monitor the sales achisvement and

4, To trouble shoot the problems which the sgencies face.
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Asked about the breask-up of the time in the office for.uariohs
asctivities, he says that S0% of the time is spent on routine
correspondence such as reading and responding to complaint latters,
stock movement reauesta etc. Regt of the time is consumed in sales
planning activities, He also attends the sales conferences whenaver

an opportunity arises. Further details are provided in Appendix III.
Production:

The main demand on the production personnel, as revealsd by the
analysis of data given in Appendix 3.2 T, appears to bs to improve
upon the auality of the product or bring out a new'product if there
is a need with the hslp of other departments in the organization and
also to enhance the productivity of people involved in tha procass.
Spacifically, thay snsure the smooth progress of production process
by immediately taking up any problem which the workmen might face.
They also arrange alternative sources for supply of raw materiel to
meet any contingency. They prepars the production schedule for

next day, week or month as the nesd may be. From time to time they
try out new inputs, in collaboration with othar deﬁartmants, to make
the product less expensive and ogualitativsly supsrior. This reauires
certaln amount of readina about the latest developmsnts in the field.
They conduct feasibility studiss for ths new products. Being fully
aware of the realities of production process, they have a significant

role to play in the budgeting of the company. New systems are also
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evolvad by them to monitor the efficiency of the shop floor workars.

Like any other functional area, the rasponsibilities of the production

personnel also vary across the organization.

Banking, Finance and Accounts

Functions of managers working in the banks vary dapending on their
arsa of responsibility i.e. whether they ars in the marksting platform,
in operations department, in planning eslls or in appraisal section.
Financa and accounts psrsonnel advise ths organization, decide wher8
the capital should be invested, how much to invsst and how to keep

track of the invested capital when the project is {n prograss.

The managers working in marketing platforms of tha banks, particularly
in the multinational banks, have functions eimilar to those of marksting
axacutivss in the consumar products companies. The only differsnce
betwean tha two appears to be about what they sell. While ths bankers
e8ll tha services of tha bank, their counterparts in companies sell
their products., Responsibilities of bankers in other departments,
particularly in multinational banks, include buying and selling of
bonds and oovernmant sscurities, monitoring use of loans given to
clients, to design systems for various operations, to kesp track of
business transacted by other collaagues and documenting all the
opsrations. Bankers in the public sector banks gvaluate the project
proposals soent for loan by the clisnts or other banks and racommand
for approval or rejection ae the case may be, They prepare the
repayment schadule for the loan and céordinata the implamentation

of the project withrtha help of othar financial agencies.
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Finance and accounts managers have a very fundamental role to play
in the survival and growth of an organization. Soma of the kay
functions performed by personn el of this area are: framing of the
budget for the company and the departments, participating in policy
planning, devising systams for various financial operation in the
company, scrutinising the taendsrs called for and releasing the monay
to the contractors, carrying out feasibility studies for new projacts,
svaluation of capital expenditurs, inter-firm comparisons, prsparing
proposals for the take over of ancillary units, prsparing reports on
the morking capital in terms of excess holding etc. Besidaes, they do
take cars of product costing, discounted bills, company law matters,
axport pricing eto. The responsibilities of finance and accounts
managars show tremandous variation as is evident from the data given

in Appendix 3.3 C,

Parsonnal and Industrial Relatigns, HRD

The data on this functional arsa is limited as only one cass could

be studied for the purpose. Ths major responsibilities of the young
manager in this arsa seam to be to help in aslagtion and recruitment,
manpower planning and performance appraisal. Managers at this stage
prepare the notes for VP (Personnsel) or Board of Dirsctors for sanction
of additional manpowsr., These notes ars based on the requasts from
various departments for the additional manpowsr. The managers also

ait in interview boards for lower level appointments. They devslop

new systems for the performance appraisal of management trainesag.
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Systems

The main responsibility of the systems managers is to devalop the
systems for various departments and help them to bacome more aff f.
cfent. But when these managers work for computer manufacturing
organizations their responsibilities are more like markesting
exacutives, They approach the clients and convince them of the

need to introduce computsrs for various opseration and also of the
suitability of their product. This regeires carrying out foasibility
studiss for ;ntroduction of the computer, dichssion, technical presen-
tations/demonstrations bafora the client. Installation of the neu
system for the client, providing training to the client's staff and
handling software problams ara other responsibilities of the

exacutives im this functional area. They also have to coordinate

the work of systems staff (at lower lsvel) and dischargs some personnsl

functions for them.

Genaral Management

As the name suggests, managers of this arsa ars axpected to perform
diverse activitias in the organizatiocns. Their activities range from
tha layman's work like writing out pamphlet and brochuras for the
company to tha highly speclialised activitiss like marketing research
and product improvement, Cther performance arsas for these exacutives
are manpower planning ;nd auality control, conducting oriaentation
programmas for nswly recruited personnel in the organization, dealing
with various government agencies to gat license and custom clasarances,
to racover the old outstandings, to strengthen the service set up and
to provide feadback to top management on the functioning of various

dspartmants.



COMPETENCY REQUIREMENTS

The overlap in competenciss reauired to perform various functions
across the areas of specialisation has basn found to bs much more

than that in key poerformance arsas.

Markating

man-managemant.and interpersonal skills were stated as tha most
important competencies required for successful perfommance of
marketing jobs. Proactive approach towards clients and innovative-
néss were stated as important competenciss raguired for planning to
maet consumar demands of future and identifying new products and
markets for the same. Thorough knowledge of markseting research tools
is essential to collact and analyze data for futurs markating strategy.
Given the competitive market, the exscutives nesd tremendous amount
of persaverance i.0. they hava to kesp mesting and parsuading the
clients about the suitability of their product. Says 5. Mohan,

Sales Exacutive, Hindustan Computers Ltd., Bangalore "Most important
thing in the current job is perseverance. You kasp visiting the
cliant repesatedly. In most casgs an order is placed because ths
exscutive called on ths client 10 times. The awarenass about the
products is quite low. Ffor certain types of clients anything would

do. You should be a good talkasr",

8gtter undarstanding of finance, systsms and consumer bshaviour than

what ths currant marketing graduates ssem to have, has also bsan
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advocated strongly by the candidates., Besides, quick descision
making ability and strong sense of time managsment hava baen
found to be nacessary abilitiss for a successful marksting

axacutive.
Production

Rbility to get bast out of your subordimates and have good rapport
with your eguals has again emergad as the most important compatency
for the production exscutives. Almost eaually important is tinpno-
vativenass' 1.8, ability to fdentify new products and processes

which are gualitatively superior and also mors sconomical., Of

obvious importance is the thorough knowledge of the’ technical aspact
of product and production process. Ability to plan and execute the
manufacturing schedule for futurs is also very important. Preliminary
undarstanding of systems helps these exzcutives to evolve ths packages

to monitor the efficiency of shop-floor workers.

Banking, Finance and Accounts

Competency recuirements of bankers working in marketing secticns aras
mors or less sam3 as those for marketing exacutivas of companies
producing consumer products. Finance and accounting parsonnel consider
the preliminary undarstanding of all managemant functions - marketing,
production, planning and control = as absolutely necessary for their
Job. Apparently such a need is felt becauss they havae éo approve and

later on scrutinise, finances for all the departments. Besides, they



should have command over budgeting procedurs npd accounting for

a company. Like other functional arsa, managers in this area

also require man-management and interpersonal skills. They ghould

be able to bring out the financial implications of any new invastment
decision. Thay also have to asgess financial state of the organization

from time to timse,

Good mamory for details and documsntation skills are othar regtire-

ments for axscutives in this area, Effective communication, written

and verbal, is also essential as the executives have to make pra;sn—
tations before the cllants (particularly in cass of consultancy
assigmment) and write rep0r£s for them., Eoually important is the thorough
knowledge of Income Tax Laws, MRTP and Zompany Laws etc, Thay ara also
axpacted to write articles of topical interest and circulate it among
genior sxacutives, In order to do this job, they should kesp themsslves

informad of tha latest devalopments in the field.

Personnsl and Industrial Relations, HROD

As mentionad earlier only one case could be studied for this functional
arsa, The2 importance of man-managemant and intarpersonal skills has
bean particularly emphasized for young managers of this arsa. Indus-
trial relations baing extramely delicate matter, a high degraee of
cbjactivity in dealing with various personnel matters is necessary.
Knowledge of labour laws, new selection and recruitment tachniques

and new systems of performance appraisal are abaclutsly nsacessary

for tha exescutivaesg in this functional area. Since in the beginning

of their carser they have to do the spade work for the seniors, food
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meaory for detaile is an assst for 8 manager at this stage,

Systems

Like exscutives in any other functional area, systems managsrs also
accord high significance to mar-managamsnt skills. Good command in
daveloping software is, ofcourse, a pre-raquisit for thesa Jobe,
Basides, they nead to hava a basic understanding of all the MANE Q8w
ment functions as thay have to svolve the systems to facilitate and
monitor the operations in various departments, They should also have
matketing skills, particularly if they are working with computar

manufacturing companies or software congultancy organizations.

Genaral Managsment

The managers in this area of work ars expectad to be "jack of all
trades, mastsr of none". They are reauired to have a broad spectrum

of abilities, though they may not be specialists in any of these

ardas. Thae major competency reqiirements arsg man-managamesnt skills,
training skills, preliminary knowledge of all the functions - paersonnel,
marketing, production, finance stc. They should be innovative i.s,.
should be able to develop new and mors efficient systems and proce-
dures for work. They should be prepared to "dirty their hands" {.e.

to be prapared to do any kind of work.,

IMPLICATION FOR MANAGEMENT EDUCATION

The analysis of the interviesw data brings out soms issues which are

of significance to the managemant institutions. The ma jor issuss
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are discussed belout

Te

3.

The Chief Executive orientation must change. Mr. S. Shankar,
Exacutive Assistant to M.D. has ths Pollowing to say in this
regard, "Ths class room discussions which hings around the
task of ths Chief Exscutive Officer leads to false expacta-
tions for the graduating students. They expect to do things
immediately which thay may ﬁe doing only after 25 years in the

industry.”

"Cases which focus on what lowsr level exscutives should be
doing, should be incorporated so that the operational problems

faced by them are also brought out.”

Most often HRD managers come for placemant interviews and in
reality they hardly have any role to play when the management
graduates join the organization. It would help the new entrant
great deal if ths seniors from the department for which recruit.-
mant is to be made come for the placemsnt, Both sides - the
fresh graduats and his bossss - would be able toc share their
real expectations of aeach othsr. This would help the frasher

take a resalistic decision about the job.

The curriculum should bs oriented mora towards the realities
of Indian organizations. More Indian cases should be incor-

porated and issuss like powsr, politics and interpersonal



-16-

skills should be emphasized much more. Mr. Vinay Hegds,
Product Manager, TTK and Co., Bangalors, has the following

to say about the pressnt course curriculums

"Tha Institute doss not give you anything for msating the
Pirst Job. They give you the impression that everything

you do in organization is strategic decision., Nuts and

bolts are ignorsd. This is becausa the Classes are based

on US cases and too theorstical. Very little input about the
poéer-politics is given. You do not know how to handle your
bass or subordinates. A graduate is quite naive and the

reality comes to him as a rude shock."

Institutions should get people for the placemant talks, who do
not lure the students by painting a rosy pictura of the industry

but give realistic assessment of the situation.

More and more axpsrienced people should be admitted as they ars
abla to relate what ig taught in the class to the raality of
organization. Feedback on courses givsn by such students would

be much more meaningful.

Institutes and also the studants should somshow focus on the
nead of prafessional managars for voluntary agencies and
government organizations. It is thsse organizations which naad

the professionally trained managers much more than the companies

like HLL, RHL ete, They already have enough of them,
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Excessive consciousness about the grades should be somshow
broken. It is extremsly detrimental to the learning process

at the Institute.

Projects éssignad during the second yesr of the course should
bs reality based such as taking up some aspact of an industry

and studying it, rather just the library work.

IMPLICAT IONS FOR MANAGEMENT GRADUATES

The following recommendations made by ths management graduateé with

work experience of ons to five years would go a long way in helping

the future generations during their formative years in the industrys

1.

Do not expect a red carpet welcome at the time of entry.

For the first yaar, be preparad to be thrown arocund.

Do not give too much weightage to salary in the initial
ysars. UWork content is much more important during this

phaSB .

Avold MBA hang ups and mix with peopla. It will help you
assimilate the transition from students life teo organiza-

tional life.

Oo not be lured by the placement talks. Talking to your
seniors who have the experience of industry would help you

make a right cheice of the jJjob.



6.

Te

8.
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Be preparad to "dirty your hands"™ in the initial period.
Once you prove your worth, challenging agsignments would

automatically coms to you.

Intarpersonal skill is the most important ability ons should

try to acaguire.

Kasp eona's mind open. Only bsing opportunistic doss not
pay off. It is important to have a fairly steady anchor
of ona's personal values. Make a conscious choice of your

owun as to how much of tos trBading you are willing to do.

Do not have the fesling "I am always right". It hindsrs
the process of learning and also creates interpersonsl

problems .
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APPENDIX I 3 LIST OF ORGANIZATIONS STUDIEL

Bank of America, Bombay

011 and Natural Gas Commission, OBombay

TI Ciamond Chain Ltd., Madras

Premisr Automobiles Ltd., Bombay

M.A.A. (South) Pvt, Ltd., Bangalore

City Bank, Bombay

Indocham Zlsctronics, Madras

Hindustan CZomputars Ltd., Sangalore

India Photographic (Kodak}

Indian Patrochemicals Comporation Ltd., Bangalors
Hindustan L3vars Ltd,, Sombay

Standard Jattariss

Shadrachalam Papar Soards Ltd., Sacundsrabad
WIPRO

Computar Point

Bharat Sarth Movsrs Ltd., 3angalore

T.T K. and Co., Fangalore

National Bank for Agricultura and Rural Devalopment {(NABARD),
Bangalora

Nachmo Invastmants, Ahmadabad

A .F. Ferqusons

TIAM Housa 539tvices Ltd., Madras

Management Servizas and Projects (Lalbhai Group)

Shipping Corporation of India, Bombay



24.
25.
26,
27.
‘28.
29.
30,
31.
32
33.

34,
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Ind=Suzuki Motor Cyclas Ltd., H;sur
3lua Star
pondta India Ltd., Madras
indocam
4sian Paints
NCCIL
Shri Ram Fibres Ltd., Madras
Spactrun Business Support
Clarion Advertising Services
ZI0 Parry India Ltd., Madras

sundaram Clayton Ltd., Madras
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APPENDIX II 3 BIOGRAPHIC INFORMATION OF THE GRADUATES STUDIED

81, Designation at the Institution Year of Age Gualification Work expe-
Yo, tims of intervisuw from where passing (in before joining rience before
passad years)} the Institute Jjoining the
the Institute
{in years)
(1) (2) (3) (4) (s) (8) (7)
1, Finance & Accounts 1M (8) 1983 28+ B.Com. 24
Of ficar
2. International
Accounts DOfficer ’s 1985 25 B.E. {Mech.) Nil
3. Account Supervisor IIM (A) 1904 26 M.Sc.(Physics) Nil
4, Sr, Account Executive ,, 1985 26 B.Sc.(Dairy 10 meonths
Tech.)
5. Accounts Officer vy 1983 24 B.Com, Nil
§, Managsment Accountant - 1984 28 B.5c., ACA,
AICWA, ACS ’s
7. ARssistant Manager - 1985 25 B.Tach.(Mach.) ,,
8. Accounts Manager ’ 1983 26 B.,Tach,(Chem.) ,,
C. pssistant Manager ’y 1984 24 B.Com., AICWA vy
t0, Assistant Manager,
Sales ”” 1984 27 B.Tech.(Msch.) 10 months
1. Sales Exscutive T 1984 24 8.5c,(Physics) Nil
12. Sales Exacutive ’e 1984 v44 B.Tach, 'y
13, Sales Officer 1im (8) 1983 28 B.Tech, .
4., Area Sales Managesr  IIMi(A) 1982 27 8.Tach, -
15, Management Traines v 1585 - B.Tech. '
%6, DOy. Marketing Managar IIM (B) 1985 31 B.Tech. 6
7. Arsa Marketing Officar IIM (A) 1984 - B.Tech., -
18, Marketing £ngineer ’y 1983 27 B.Tech. Nil
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(1) (2) (3) (4) (s) (6} (7)
15, Product Manager 1M (n) 1982 27 B.Tech. 10 months
20. ABsiBtant Nanager X ) 1985 - B .CO{‘H. [} RCA’ -
CWA
21. Developmsnt Officer . 1983 28 8.5c. {Agri.) 9 months
22, Devalopmant Officer 1IM (8) 1982 29 B.tsch. 1
23, Consultant 1 () 1985 - 8,.Com,, LL.B. Nil
24, Assistant Consultant vy 1985 - B .Com. ’
25. Senior Consultant 1IM (8) 1983 28 B.Tech. 2
26, Managsr, Management IIM (R) 1982 - B.Teche. Some work
Services & Products exparienca
(duration
not specl-
fied)
77. Project Officer " 1983 - 8.Tech. Nil
28. Junior Officar - 1983 27 B.5c., M.Sc. -
29, Purchase Officer ’s 1983 28 8.E. (Hon.) ’s
MeTBCh.
30, Exscutive Rsstt. to MO ,, 1983 27 B.Sc.{ENgg.) .
31. Exscutivs Asstt, . 1984 - M.Sce(Maths.) 49
32. Junior Officer (T) - 1985 26 8.5c.(Physics) 4,
33, Asstt. Brand Manager IIM (C) 1985 25 8.Tach, .
3. Brand Manager Iim (/) 1983 26 B.Tech, '
35, BranchManagsr - 1984 - B.Sc.(Tech.) -
36, Branch Executive/
Depot Exacutive 1M (B) 1983 27 8.E.(Electro- Nil
nics)
37, Developmsnt Officer TIIM (A) 1984 - B.Sc. (Maths. & ,,
Stats.)
i8. Regional Customsr
Support Managser 1983 32 B.E, (Elsctro—- 6

e

nics)
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(1) (2) (3) (4) (5) (6) (7)
39, Market Ressarch
Officer 11 (A) 1984 23 B.S5c. {Physics) Nil
40, Diractor 1M (R) 1984 23 B.Tach. Nil
44, Director . 1985 - B.Sc. Nil
42, Accounts Superviscr - 1983 28 B.Sc. (Agri.) =
43, Asstt, Manager XLRI, 1983 25  B.A. (Eco.) Nil
(Parsonnel) Jamshedpur
44, Senior System I1M () 1982 34 BuSc., B.Tech. 5%

Analyst
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APPENDIX III 3 FUNCTION-WISE KEY PERFORMANCE

AREAS AND COMPETENCY REOUIREMENTS

341 AR. Function s Marketing (Sales)

B. Organizations included (No. of candidatas interviewed = 19

1e Ponds Indie Ltd., Madras

2, 1India Photographic (Kodak)

3. WIPRD

4, T.T.K. and Co., Bangalore

5. Indocsm

6. Indochem Zlectronics, Madras

7. Hindustan Lever Ltd,, Bombay

8. Hindustan Computsrs ttd., Bangalore

9. Indian Petrochemicals Corporation Ltd., Bangalore
10. Shipping Corporation of India, Bombay

11. Standard Battsrias

12, Bhadrachalam Paper Boards Ltd., Secunderabad
13. Asian Paints

14, NOCIL

15. 8harat f£arth Movers Ltd., Bangalore

16. Shri Ram Fibres

C. Koy Parformance Areas (KPAs) and Compstency Requirements:
{No. of candidates mentigning aach KPR/Compatency is given
in brackets.)

Key Performance Areas:

1+ Approaching the clients (directly or through tha
field staff) to convince them of the utility of
your products (12).



2,

4,

5.

9.

10,

11.

12,

13.

14.

16.

17 «

18.

19.

20.
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Great deal of market research to enlarge the existing
market end identify nesw market segments for your
products {12).

To identify new producta/brojecta or modify the axisting
ones on the basis of feadback from the consumers (10).

To prapare marketing plan for the future based on the
matket research and fesdback from the fisld {Salss) staff
(8).

Answaring the customer ousries (over telephons or by
correspondence) (7).

Motivating the sales staff and coordinating thair
work (6).

Recovery of dues {dirsctly or through sales staff)
from the clients (6).

Distribution managesment (6),

Preparing proposals for big clients (3);

Lizise with the ad agency. Once the agency has completed
its job, getting it approved by the higher up in your
organization and implementing it (3),

PR work (visiting the clients once in a while) (3).

Post-salas calle to chack whethar the praduct is
giving satisfactory service or not (2),

Attending meetings to arrive at policy decisions (2).

As incharge of small branches, perfomming certain
personnel Punctions (2).

Attending sales confersnces (3).
Doing Financial and cost-retrieval analysis (1).
Cuality monitoring (1).

Involved in budget allocation for the items under
your jurisdiction (1).

“To = maintain the manufactgring and delivery
schedule for tHe product’ (1).

Crisis managsment (1),
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Competency Requirementss

Te

2,

)

Good man-management/intemersonal skills {17).
Proactive approach towards clients (12).
Innovativeness (11).

Ability.to plan and exscute diverss activitiss {8).

Command over market rassarch techniques and statistical
analysis (7).

Persevarance (5},

Better understanding of finance, systems and coflgumar
beshaviour (4),

Quick decision-making ability (2).

Strong sense of time management (1).
rd
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Function ¢ Production

Organizations included {No. of candidates interviewad = 3)

T
2.

3.

Premier Automabiles Ltd., Bombay
Ind-Suzuki Motor Cycles Ltd,, Hosur

Management Services and Projects (Lalbhai Group)

Key Performance Arecas (KPAs) and Comnetency Requirements

(No. of candidates mentioning each KPA/Compstency is given

in bracksts).

Key Performance Areass

1.

2.

9.

10,

To identify suppliers for spare parts. Alsg arrange
for alternative sources of supply (1).

Coordinating the activitises of tasting, acceptance of
itams on the basis of tosting and design officars!
recommendations and inspzction departmsat (1),

Special assignments en vzlue enginesring i.e. finding
out alternative items and procassing it through design

and testing (1).

Examining the daily production schedules and discussing
it with subordinatss/superiors in case of any problam (1).

Discussing the procduction plen for eazch dzy and wssk with
production plannsr (1).

Inspecting the assembly line once in a while {1).

Developing system for efficiency monitoring of the
shop floor (2). :

signing overtima cards (1).
Coungelling the workmen and sort out their grisvances (1).

Involved in budgeting for the company (1).
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1.

12,

13.

w20

Feasibility studies for new projects=(1).
Product improvemant (providing techniecal 'know-how (1).

Spara time to be used for going through relevant readings
(production manual etc.) (1)

Compatancy Requiraments:

1.

Innovativenass i.e. ability to identify new pro jacts/
products and develop the proposal for the same (2)

Man-managenent/intarparsonal skills {(3)

Thorough knowladgs of tachnical matters relating
production (1)

Ability to plan for futura (1)

Praliminary undarstanding of systsms (1)

Function : Banking, Finance and Accounts

Urganizations includsd (Ho. of candidates intsrviswed = 15):

Te
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-

011 and Natural Gas Commission, Bombay

Bank of Amarica, Bombay

(]

ity Bank, Bambay

Premiar Automobilas Ltd., Bombay

T.I. Ciamond Chain Ltd., Madras
Shipping Corporation of India, Bambay
lachmo Investmants

AR.F. Fergusions

TIAM Houss 3Sarvices Ltd., Madras

National Bank fer Agriculturs and Rural Development (NA3aRD),
Bombay '
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Koy Performance Aress (KPAs) and Competency Reaquiremonts

(No. of candidatag mantioning sach KPA/Compaténcy is given

in the brackats),

Kay Parformance Araas

1.

Za

9

10.

M.

12.

13.

14,

Carrying out feasibility studies for new projocts (s5)
Public relations work (5)

To keap the boss informad of latest davalopmants in the
field - inside and oulside the organization (s5)

To be in constant touch with various departmantal heads
and monitor the progress of the work (5)

Approaching the cliants (companiss) and selling the
services of the bank (4)

Monitoring the use of loan given to the clisnts (working
as intermadiary betwesn tha aceounts dapartment and the
client)} (3)

of
Documantation of transactions and lot/correspondence work
with various partiss (6)

Undartaking speciz=l assignments on the following arsas:

evaluation of capital expenditurs, interfirm comparison,

praparing proposals for taksover of ancillary units, soma

paraly economic studigs and thair policy implications,

preparing report on working capital in terms of excess holding, ¥I3,
MIS, FIC, market ressarch, production, plamning and control

TRRS and lzasina (3)

Ke3zing rzcord of leavs, special wagas, overtime and incre-
mont etec. (2)

After the assignmaat has been completed and approved by
senicrs, presanting it befors the cliant (2)

Taking spot decisions at timas (2)
To take care of product costing (2)
Framing the budget for tha company and the dapartments (2)

Coordination among banks, financial institutions, production and
markating departments and corporate office (2)



15.

16.

17,
18.
19.

20,

21.

22,

23.

24,

25,

26.

27 o

28.

29,

3a,

31.

32,

33,
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Calling and scrutinising tendars and releasing the
money to tha contractors (1) ,

To work out the design, analysis and write the report

for various assignmants (1)

To design systams for various opsrations (1)
Tp provide training advice to a client (1)
To participate in policy planning (1)}

Trading i.A. buying and sselling of bonds and government
securities (1)

Using PCs to expaedite transactions and to have access to
the businass of pther traders in the bank (1)

To evaluate project proposals (sent by commercial banks)
for refinancing (1)

To prepars the repaymznt schedule for the loan (1)

To "put up™ the file, with all the reasisit informstion,
to higher ups for approval ‘(1)
To issue the sanction/rejection lstter to banks (1)

To go to the field to crosscheck the information given
in the proposals (1)

Coordinate the follow-up activitiss of the various
sactions of the bank (1)

Arrange m3atings and discussions with state leysl
officials, bank managsrs etc. for deciding on policy
matters (1)

Oesvalop the implamentation plan with the help of other
financial agenciss (1)

AArranging saminars, workshops 2tc. to give publicity to

vaTious schames (1)
To handle accounting and material managemant systems ( )

To take care of capital expenditurs progress and funding
with financial institutions (1)

Export pricing (1)

Year end and mid-year valuation (1)
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35, Handling nonw.convartisle debentures (1)

36, To liaise with debtors, collecting.debts and moving
the financss (1)

37. Dealing with bank officials renarding discountad
bills, company law matters, sanctions to new
“factoriss etc. (1)

38, Uriting articles of topical interassts for the seniors

(based on the articles published in latest Journals,
newspapers ete.) (1)

Competancias Regsirad:

Te Han—managament/intsrpsrsonal skills (12)

2. Ability to plan and exscute diverss busin ass
vantures (8)

3. Preliminary undarstanding of all the managemant
function i.2. marketing, production, nlaﬂwlﬁg,
control and systems (6)

44 Thorough knowladge of various aspacts of accounting
and finance of a company (5)

5. Good at maintaining the record of all the gpsrations (5)
6. Effactive communication (written and verbal) (¢)

7+ Thorough knouwlasdge of government regulations like
Income Tax Act, MRTP and Company Laws ete. (3)

8. Preliminary knowladge of computsrs (3)
9. Pro-active approach towards clients {2)
1C.  On the spot decision-making ability (2)

11. Should be abla tg davalop systems for various
operation {2)

12. High result-oriantation (2)

13. To be up-to-date about latest literature in the
relsvant field {1)
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Function 3 parsonnsl and Industrial Relations
Organization includad (Candidate intsarviewsd i 1)
£10 Parry India Ltd., Madras

Key performance Areas (KPAs) and Competency Raguiramants

Key Performance Areas:

1, To taks care of recruitmant activities and performanca
appraisal

2, Devaloping nsu systems of parformancs appraisal for
managsmant trainees

3. To keep track of ths requssts for manpower from various
departmants and digcuss it with them.

4. Preparing notes for VP (parsonnal) or Joard of Directors
for sanctioning additional manpower .

5. To sit on the intervisu board for lowsr lsvel appointm2nts

B Genaral corraspondence and updating information in ledgjers
and diary

Compeiency Requirenants:

e Man—managamant/interparsonal skills

2. Thorough knowlados of perscnnal functions e.3. laboutr
laws, selzction =2nd resruitmant, manpouwer planning,
performance apnraisal stc.

3, Objectivity in daaling with officizl matters

4, Good memory for minute details

Function s Systems

Organizations included (No. of candidates interviswad =4&)
4. WIPRC Info. Tech. Ltd., Bangalore
2. Spectrum Business Support

%, Sundaram Clayton Ltd., Madras
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Key Parformance Arsas (KPAs) and Competency Reauirament

(No. of candidates mentioning sach KPA/Comnetsncy is

given in the bracksts),

Kay Parformanca Arsasg

Te

Ze

8.

5.

Pre~-sale support & Foeasibility studies; Technical
presantations /Discuseions; Demonstrations; Order
vatting (1)

Post-sales * Systam study design; Coding and imple-
mantation (1)

Systen support 3 Installation of nBuw systams;
providing training and handling software problems (3)

Lot of interastion with zustomars/manufactursrs (2)
Mammowsr planning ang satting up saleés targsts {1)

To computariss operations in verlous departmants
and moddrniss th3 existing system (1)

Preparing tha plan documents for the top managament
to nagotiats with the manufacturer. This invcluss
tarms and conditions, prifss and installation ste. (1)

Directinng tha systems staff (at lowar leval) in their
work (1)

small mmount of parsonnel work for the systems groups
likas sanctioning leave stec. {1)

Competency Reaudranents:

e

Ze

3.

4,

Interp2rscnal skills/man-management skills {2)

Thorough knowladage of systems analysis, design and
coding stc. (1)

Praliminary understanding of all the mananement
functions i.3. personnel, marketing and production
atc. (2)

Should be able to ecollsct dats through interviews,
structure snd document thew (1)
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fFunction ¢ General Managsmant
Drganizafions included : (No. of candidates interviewad = 2)

Te Lalbhal Group of Industriaes

2. Slua Star

Key Performance Areas and Competency Requiremants (The number

of candidates mantioning each KPA/Compstency is given in brackst]

Koy Performance Arzass

1s Trouble shooting (2)
2., Manpower planning and cuality control (2)

3. Conducting orientation programmes for nswly recruitad
~ people (1)

-

4, Collecting and providing fesdback on the functioning of
particular departments {1)

S Writing out brochures, pamphlets for the company and
presantations on behalf of the company (1)

6. Conducting market reszarch and feasibility studies (1)
7, Product improvemant (1)

8. Dealing with various government agencises to get licensse
and custom clsarance etc. (1)

9, To ensura a strong dealsr network for the product (1)
10. To recover the old outstandings (1)

1. To strapagthen the service set up (1)

Competency Requiramantss

4e  Man-management/interpersonal skills (2)
2., Should be able to plan and conduct training programmes (1)

3. Praliminary understanding af all tha management functions:
personnel, marketing and production ate, (1)
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Innovativeness (ability to idantify and davelop
new products/projects) (2)

repared
Should be mantally/to "dirty your hands™ i.2. to

do any kind of work (1)



