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I‡cb ¯‹zj, evsjv‡`k Db¥y³ wek¦we`¨vjq KZ©„K me©̄ Ẑ¡ msiwÿZ| webv AbygwZ‡Z †h‡Kvb Dcv‡q Kwc, cyYt gy ª̀Y, 

weZiY ev cÖPvi AvBbZ `Ûbxq| 



 iii 

 
 
 
 

Open School  
 
 
 
 

OSBBA 2404 

gvbe m¤ú` e¨e¯’vcbv  

Human Resource Management 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 

GB eBwU †idvwi KZ©„K wbixÿ‡Yi ci evsjv‡`k Db¥y³ wek¦we`¨v‡qi  
I‡cb ¯‹z‡ji weweG †cÖMÖvg-Gi QvÎ-QvÎx‡`i Rb¨ gyw`ªZ n‡q‡Q|  

 

 

iPbvq 
W. †gvt †gvZvnviæj Bmjvg 

†mL Kvgiæj nvmvb 
 
 

m¤úv`K  
W. wecøe Kzgvi gRyg`vi 

 
 

mgšq̂Kvix 
W. †gv: †gvZvnviæj Bmjvg 

†Kvm© †W‡fjc‡g›U wUg 



BDwbU-1  iv 

 

weweG †cÖvMÖvg wkÿv_©x‡`i D‡Ï‡k¨ 
eBwU wKfv‡e co‡eb 

 
weweG †cÖvMÖv‡gi wcÖq wkÿv_©xiv, Avcbviv Rv‡bb evsjv‡`k Dš§y³ wek¦we`¨vjq Dš§y³ I ~̀iwkÿb 
c×wZ‡Z wkÿv`vbKvix GKgvÎ cvewjK wek¦we`¨vjq| G wek¦we`¨vj‡qi g~j D‡Ïk¨ n‡jv ~̀iwkÿb 
c×wZ e¨env‡ii gva¨‡g wkÿv`vb Kiv| ~̀iwkÿb c×wZ‡Z wkÿK I wkÿv_©x‡`i gv‡S mivmwi 
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cÖavb mvnvh¨Kvix Dcv`vb wn‡m‡e e¨eüZ nq| G w`KwU we‡ePbv K‡i gvbe m¤ú` e¨e¯’vcbv  eBwU ¯-̂
wkLb c×wZ‡Z †jLv n‡q‡Q Ges †jLvi mgq evDweÕi wba©vwiZ KvVv‡gv AbymiY Kiv n‡q‡Q| gvbe 
m¤ú` e¨e ’̄vcbv  eBwUi cÖwZwU BDwbU Ges cvV mnR I †evaMg¨ K‡i Dc ’̄vc‡bi j‡ÿ¨ mnR fvlv 
e¨envi Kiv n‡q‡Q|   
 
gvbe m¤ú` e¨e ’̄vcbv eBwU covi mgq Avcwb Aek¨B cÖwZwU BDwbU Ges cv‡Vi cÖ_g Ask 
fv‡jvfv‡e co‡eb| mswkøó cv‡V wK wK wel‡q cvV`vb Kiv n‡e Ges Avcwb wK wK Rvb‡Z cvi‡eb Zv 
D‡jøL i‡q‡Q| weweG Gi wkÿv_©x eÜziv, cÖ_‡g fv‡jvfv‡e cÖwZwU cv‡Vi ZË¡xq Av‡jvPbv Ki‡eb| 
cÖwZwU BDwb‡Ui †k‡l BDwbU DËi g~j¨vqb As‡ki  mgvav‡bi †Póv Ki‡eb| hw` cv‡VvËi 
mgm¨v¸‡jvi mgvavb mwVKfv‡e Ki‡Z bv cv‡ib, Zvn‡j eyS‡eb Avcbvi BDwbUwU Avevi covi 
cÖ‡qvRb i‡q‡Q| BDwbwUwU cybivq covi c‡iI hw` Avcwb eyS‡Z Amg_© nb, †m‡ÿ‡Î Avcwb cÖwZ 
gv‡mi wba©vwiZ ïµev‡i wUD‡Uvwiqvj †K‡› ª̀ KZ©e¨iZ wUDU‡ii mnvqZv wb‡Z cv‡ib| GQvovI, gvbe 
m¤ú` e¨e ’̄vcbv eBwUi ¸iæZ¡c~Y© cvVmg~‡ni Dci †Uwjwfkb I †eZv‡i cÖPvwiZ Abyôvb †_‡K cv‡Vi 
welq wkL‡Z cvi‡eb| Avcbvi †Kv‡m©i mv‡_ mswkøó wfwWI I AwWI †jKPvi mvgMÖx evDweÕi 
I‡qemvB‡U BOUTube-G Avc‡jvW Kiv n‡q‡Q (I‡qemvB‡Ui wVKvbv: www.bou.edu.bd)| Avcwb 
G¸‡jv e¨envi K‡i cv‡Vi cÖ‡qvRbxq welq¸‡jv †R‡b wb‡Z cv‡ib| AviI †R‡b ivLyb, evsjv‡`k 
Dš§y³ wek¦we`¨vj‡qi mKj gyw ª̀Z/Agyw ª̀Z eB I wkÿv_©x-wb‡ ©̀kbvmn Ab¨vb¨ cÖ‡qvRbxq cvVmvgMªx B-
eyK (E-BOOK) AvKv‡i I‡qemvB‡U cvIqv hvq| Avcwb †gvevBj, j¨vcUc, †bvUc¨vW ev Kw¤úDUv‡i 
G¸‡jv WvDb‡jvW K‡i e¨envi Ki‡Z cv‡ib| Dš§y³ wek¦we`¨vj‡qi †cªvMÖvg, †Kvm©, fwZ© I wewea Z_¨ 
¸Mj †÷v‡i/evDwe I‡qemvB‡U BOU APPS AvBK‡b cv‡eb| I‡qemvB‡U AviI †`L‡Z cv‡eb 
OSAPS – ONLINE SERVICE AND PAYMENT SYSTEM bvgK GKwU AvBKb| GwU e¨envi K‡i 
Avcwb AbjvB‡b mKj cÖKvi wd weKv‡ki gva¨‡g evDwe AbjvBb GKvD‡›U Rgv w`‡Z cvi‡eb|  
 
mKj wkÿv_©xi g½j Kvgbv KiwQ| 
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gvwR©b AvBKb (Margin Icons) 

 
†Kvm©wU Aa¨qb Kivi c~‡e© †Kvm©wU‡Z ch©vqµ‡g †h mg Í̄ AvBKb/cÖZxK e¨eüZ n‡q‡Q †m m¤ú‡K© Avcbv‡K 
cÖ_‡gB cwiwPZ n‡Z n‡e| G‡Z cy‡iv †Kvm© gwWDj Gi †Kvb&wU wkLbdj, †Kvb&wU welqe¯‘/g~jcvV, †Kvb&wU 
cv‡VvËi g~j¨vqb, †Kvb&wU P~ovšÍ g~j¨vqb BZ¨vw` m¤ú‡K© mn‡RB AewnZ n‡Z cvi‡eb| wb‡¤œ GB cvV¨cy¯Í‡K 
e¨eüZ wewfbœ AvBKb ev cÖZxK¸‡jv †`Lv‡bv n‡jv| 
 

      

†Kvm©eB Abymi‡Yi 
wb‡`©kbv 

†Kvm© /BDwbU 
mgvwßi mgq 

D‡Ïk¨ welqe¯‘/g~jcvV wkÿv_©xi KvR mvims‡ÿc 

 
 

   

cv‡VvËi g~j¨vqb P~ovšÍ g~j¨vqb 
DËigvjv wfwWI ev †`Lv 

AwWI ev †kvbv 
mvnvh¨/cÖ‡qv

R‡b 

 

 
†Kvm© mgvwßi mgq †Kvm©wU mgvwßi m‡e©v”P 90 w`b mgq jvM‡e 

 

B-eyK 
G wel‡qi B-ey‡Ki Rb¨ eªvDR Kiæb evsjv‡`k Dš§y³ wek¦we`¨vj‡qi wbR¯̂ I‡qemvB‡Ui wb‡Pi 
wjs‡K 
www.bou.edu.bd 

 
 

 
G wel‡qi AwWI I wfwWI †cÖvMÖvg h_vµ‡g evsjv‡`k †eZvi I evsjv‡`k †Uwjwfk‡b 
cÖPvwiZ n‡e| †cÖvMÖv‡gi wmwWDj msMÖn K‡i Zv ïb‡Z cv‡eb|  

 
 

AwWI/wfwWI 
 

 mvnvh¨ ev mnvqZvi Rb¨ civgk© wbbÑ 
W. †gv: †gvZvnviæj Bmjvg 
I‡cb ¯‹zj 

evsjv‡`k Dš§y³ wek¦we`¨vjq, MvRxcyi-1705| 
cÖ‡qvR‡b 

 

 



BDwbU-1  vi 

m~wPcÎ  
 
BDwbU-1 : gvbe m¤ú` e¨e¯’vcbvi †gŠwjK welq 1-34  
cvV-1.1 :  gvbe m¤ú` e¨e ’̄vcbvi aviYv I msÁv, gvbe m¤ú` e¨e¯’vcbvi ¸iæZ¡, gvbe m¤ú` e¨e¯’vcbvi 

jÿ¨ I D‡Ïk¨, gvbe m¤ú` e¨e¯’vcbvi Dcv`vb I Kvh©vewj, gvbe m¤ú` e¨e ’̄vcbv cÖwµqv| 2 
cvV-1.2 :  gvbe m¤ú` e¨ ’̄vcbvi weeZ©b ev µ‡gvweKvk, gvbe m¤ú` e¨e¯’vcbvi g‡Wj mg~n, gvbe m¤ú` 

e¨e ’̄vcbvi AvIZv, gvbe m¤ú` e¨e ’̄vcbvi bxwZgvjv, Kgx© e¨e¯’vcbv I gvbe m¤ú` e¨e ’̄vcbvi 
g‡a¨ cv_©K¨| 16 

cvV-1.3 :  gvbe m¤ú` e¨e ’̄vcbv wK GKwU †ckv? gvbe m¤ú` e¨e ’̄vcbvi `ÿZvi m~PK ev wba©viK, GKRb 
`ÿ gvbe m¤ú` e¨e ’̄vc‡Ki †hvM¨Zv, gvbe m¤ú` e¨e ’̄vcbvi Ici Af¨šÍixY I evwn¨K 
cwi‡e‡ki cÖfve| 25 

BDwbU-2 :  gvbe m¤ú` msMÖn 35-50  
cvV-2.1 :  gvbe m¤ú` msMÖ‡ni msÁv, gvbe m¤ú` msMÖ‡ni c`‡ÿc, gvbe m¤ú` msMÖ‡ni Ici cÖfve 

we¯ÍviKvix Dcv`vbmg~n, gvbe m¤ú` msMÖn Kv‡Ri evuav ev mxgve×Zvmg~n 36 
cvV-2.2 :  gvbe m¤ú` msMÖ‡ni Drmmg~n (Af¨šÍixY I evwn¨K Drm) Af¨šÍixY Drm †_‡K gvbe 

m¤ú` msMÖ‡ni myweav, Af¨šÍixY Drm †_‡K gvbe m¤ú` msMÖ‡ni Amyweav, evwn¨K Drm 
†_‡K gvbe m¤ú` msMÖ‡ni myweav, evwn¨K Drm †_‡K gvbe m¤ú` msMÖ‡ni Amyweav| 42 

BDwbU-3 : gvbe m¤ú` wbe©vPb 51-74  
cvV-3.1 :  gvbe m¤ú` wbe©vP‡bi aviYv I msÁv, gvbe m¤ú` wbe©vPb cÖwµqvi D‡Ïk¨ I cÖ‡qvRbxqZv, 

myôyy wbe©vP‡bi myweavmg~n| 52 
cvV-3.2 : wegy³ wbe©vPb cÖwµqv, e¨vcK wbe©vPb cÖwµqv, DËg wbe©vP‡bi †KŠkj ev cš’vi ‰ewkó¨, gvbe 

m¤ú` msMÖn I gvbe m¤ú` wbe©vP‡bi g‡a¨ cv_©K¨, wbe©vPb †KŠk‡ji cÖavb cÖavb 
welqmg~n| 55 

cvV-3.3 :  Av‡e`b dig: A_© I msÁv, Av‡e`bc‡Îi AšÍfz©³ welqvw`, cixÿvi aviYv I msÁv, 
cixÿv ev Afxÿvi Avewk¨K Dcv`vb, gb¯ÍvwË¡K Afxÿv ev cixÿvi msÁv, gb Í̄vwË¡K 
Afxÿv ev cixÿvi D‡Ïk¨, gb Í̄vwË¡K cixÿvi cÖKvi‡f` A_ev gvbe m¤ú` wbe©vP‡bi 
e¨eüZ wewfbœ gb¯ÍvwË¡K Afxÿv| 63 

cvV-3.4 :  mvÿvrKv‡ii aviYv I msÁv, mvÿvrKv‡ii †kÖwYwefvM ev c×wZ, DËg mvÿvrKviMÖnxZvi 
¸Yvewj, mvÿvrKv‡ii Ici cÖfve we Í̄viKvix Dcv`vbmg~n, Kgx© wbe©vP‡bi bxwZ ev 
Av`k©mg~n| 69 

BDwbU-4 : Kvh© we‡kølY 75-90  
cvV-4.1 :  Kvh© we‡køl‡Yi msÁv, Kvh© we‡køl‡Yi D‡Ïk¨vewj, Kvh© we‡køl‡Yi cÖ‡qvRbxqZv 76 
cvV-4.2 :  Kvh© we‡køl‡Yi c`‡ÿcmg~n, Kvh© we‡køl‡Yi ‡KŠkj 81 
cvV-4.3 :  Kvh© we‡kølY Z‡_¨i e¨envi, Kvh© eY©bv Kx? Kvh© eY©bvi AšÍfz©³ welqmg~n 86 

BDwbU-5 : Rbkw³ cwiKíbv 91-100  
cvV-5.1 :  Rbkw³ cwiKíbvi A_©, Rbkw³ cwiKíbvi ¸iæZ¡ , Rbkw³ cwiKíbvi Dcv`vbmg~n 92 
cvV-5.2 :  Rbkw³ cwiKíbvi cÖwµqv ev c`‡ÿc, Rbkw³ cwiKíbvi Amyweavmg~n 96 

BDwbU-6 :  ÿwZc~iY cÖkvmb 101-120  
cvV-6.1 :  ÿwZc~iY cÖkvm‡bi aviYv I msÁv, gRywii A_© I msÁv, ‡eZ‡bi A_© I msÁv, ÿwZc~iY 

cÖkvmb A_ev gRywi I †eZb cÖkvm‡bi D‡Ïk¨, ÿwZc~iY cÖkvm‡bi g~jbxwZmg~n| 102 
cvV-6.2 :  ‡eZb KvVv‡gvi Ici cÖfvewe Í̄viKvix Dcv`vbmg~n, ‡eZb I gRywii g‡a¨ cv_©K¨, gRywii 

cÖKvi‡f`, gRywii ZË¡mg~n 107 



 vii 

cvV-6.3 :  cÖ‡Yv`bvg~jK gRywii cÖ̀ vb cwiKíbv: aviYv I msÁv, cÖ‡Yv`bvg~jK ÿwZc~iY cwiKíbvi 
†kÖwYwefvM, cÖ‡Yv`bv cwiKíbv e¨_©Zvi KviY, Kxfv‡e cÖ‡Yv`bv cwiKíbv ev¯Íevqb Kiv 
hvq, wbe©vnx ÿwZc~iY cwiKíbv, wbe©vnx ev e¨e ’̄vcK‡`i ÿwZc~iYi cwiKíbv Dcv`vbmg~n, 
cÖvwšÍK myweavi aviYv I msÁv, cÖvwšÍK myweavi †kÖwYwefvM| 112 

BDwbU-7 : cÖwkÿY I Dbœqb 121-146  
cvV-7.1 :  cÖwkÿ‡Yi aviYv I msÁv, cÖwkÿ‡Yi D‡Ïk¨, cÖwkÿ‡Yi ¸iæZ¡, cÖwkÿ‡Yi myweav, cÖwkÿ‡Yi 

cÖ‡qvRbxqZv wba©viY g‡Wj 122 
cvV-7.2 :  cÖwkÿ‡Yi bxwZgvjvmg~n, cÖwkÿY Kg©m~wPi djcÖ̀ Zv g~j¨vqb, cÖwkÿY c×wZ ev 

†KŠkjmg~n, wkÿY Kx?, wkÿ‡Yi g~jbxwZmg~n, wkÿY I cÖwkÿ‡Yi g‡a¨ cv_©K¨ 129 
cvV-7.3 :  e¨e ’̄vcbv Dbœq‡bi aviYv I msÁv, e¨ve ’̄vcbv Dbœq‡bi D‡Ïk¨, e¨e¯’vcbv Dbœq‡bi ¸iæZ¡ 

I cÖ‡qvRbxqZv, e¨e¯’vcbv Dbœqb ev wbe©vnx Dbœqb c×wZ ev †KŠkjmg~n, cÖwkÿY I 
e¨e ’̄vcbv Dbœq‡bi g‡a¨ cv_©K¨ 138 

BDwbU-8 : Kvh©g~j¨vqb 147-158  
cvV-8.1 :  c` g~j¨vq‡bi aviYv I msÁv, c` ev Kvh© g~j¨vq‡bi D‡Ïk¨, c` ev Kvh© g~j¨vq‡bi Dcv`vb 

ev c`‡ÿc 148 
cvV-8.2 :  c` ev Kvh© g~j¨vq‡bi myweavmg~n, c` ev Kvh© g~j¨vq‡bi Amyweavmg~n, c` ev Kvh© g~j¨vq‡bi 

c×wZmg~n, Kvh© g~j¨vqb I Kvh© we‡køl‡Yi g‡a¨ cv_©K¨ 152 

BDwbU-9 : †ckv Dbœqb 159-172 
cvV-9.1 :  ‡ckv m¤ú‡K© aviYv I msÁv, ‡ckvi ¯Íimg~n, ‡ckv Dbœq‡bi aviYv I msÁv, ‡ckv Dbœq‡bi 

¸iæZ¡ I cÖ‡qvRbxqZv 160 
cvV-9.2 :  ‡ckv Dbœq‡b cÖfve we¯ÍviKvix Dcv`vbmg~n, ‡ckv ev K¨vwiqv‡ii jÿ¨ AR©‡bi c`‡ÿcmg~n 

A_ev e¨e ’̄vcbv K¨vwiqv‡ii mvd‡j¨i kZ©mg~n, ‡ckv Dbœq‡bi Kvh©vewj, cÖwZôvb KZ…©K 
†ckv Dbœq‡bi D‡`¨vM MÖnY, Kvh©Ki †ckv Dbœq‡bi civgk©mg~n 165 

BDwbU-10 :  Kvh©m¤úv`b g~j¨vqb 173-200  
cvV-10.1:  Kvh©m¤úv`b g~j¨vq‡bi msÁv, Kvh©m¤úv`b g~j¨vq‡bi D‡Ïk¨ I ¸iæZ¡, Kvh©m¤úv`b 

g~j¨vq‡bi myweav I cÖ‡qvRbxqZv, Kvh©m¤úv`b g~j¨vq‡b Amyweav 174  
cvV-10.2: Kvh©m¤úv`b g~j¨vqb cÖwµqv, Kvh©m¤úv`b g~j¨vq‡bi Acwinvh© Dcv`vb, Kvh©m¤úv`b 

g~j¨vq‡bi c×wZ ev †KŠkj, Kvh©m¤úv`b g~j¨vq‡bi Ici cÖfve we¯ÍviKvix Dcv`vbmg~n, 
Kvh©m¤úv`b g~j¨vqb weK…wZi Dcv`vbmg~n A_ev Kvh©m¤úv`b g~j¨vq‡bi åvwšÍ ev mgm¨vmg~n 179  

cvV-10.3: Kvh©m¤úv`b g~j¨vqb Dbœq‡bi civgk© ev cȪ Ívemg~n, Kvh©m¤úv`b g~j¨vqb I c` ev Kvh© 
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