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INDIAN SCHOOL MUSCAT 

SENIOR SECTION 

DEPARTMENT OF COMMERCE 

CLASS XII 
CHAPTER: 6    Staffing 

 WORKSHEET 6 

 

BUSINESS STUDIES (054) 

1 It is described as the managerial function of filling and keeping filled 

the positions in the organization structure. Identify it. 
 

1 

2 Why is staffing a continuous process in an existing enterprise? 3 

3 Staffing is the responsibility of all managers. List any two 

responsibilities performed by a manager 

3 

4 The staffing function has assumed greater importance these days. 

Why? 

4 

5 Name any two methods of recruitment suitable to recruit technical, 

professional and managerial personnel 

1 

6 During the process of selection, the views of the concerned manager 

will be generally considered in the final selection decision. Why? 
 

3 

7 What is the objective of preliminary screening? 1 

8 Name the type of selection tests which are good indices of a person 

future success scores. 

1 

9 Name the method of training suitable for plumbers, electricians or 

iron workers. 

1 

10 It implies introducing the selected employees to other employees and 

familiarizing him with the rules and policies of the organization. Name 

it. 

1 

11 Despite internal sources of recruitment being economical, why do 

companies not always use? 

4 

12  “Internal sources of recruitment are better than external sources of  

Recruitment”. Do you agree with this statement? Give any foureasons 

in support of your answer 

4 

13 Himesh is working as a supervisor in a company. Due to his hard work 

he is promoted to the post of Production Manager. Now the post of 

supervisor is vacant and no one can be transferred or promoted to this 

post. Name the source of recruitment the company will use to fill up 

this post. State any three advantages of using this source of recruitment.  
 

4 

14 Which step in the process of selection helps the manager to eliminate 

unqualified or unfit job seekers based on the information supplied in 

the application forms. 

1 

 

15 Which type of training is a joint programme of training in which 

educational institution and business firms cooperate? 

1 

16 In which type of training, employees learn their jobs on the 4 
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equipments they will be using, but the training is conducted away 

from the actual work floor. Explain it. 

17 “A newly appointed personnel manager is of the view that there is no 

need for training the workers”. Do you agree with his views? Give 

reasons in support of your answer. 

5 

18 Explain the steps in the process of staffing. 6 

19 Explain the various types of off the job training methods. 6 

20 What are the different types of on the job training methods 5 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


