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Question 1
i. The human resources department is involved in the recruiting, interviewing and hiring of new employees. They also work with management to create long-term strategies for growth and development of the company and handle employee-centred activities within the organization. This department is also responsible for developing and implementing performance management systems, determining the level of employee satisfaction and conducting needs assessments to identify the type of skills and training required for employees.

ii. The human resources department has many responsibilities within an organization. Their goal is to help the company meet their objectives regarding recruitment, training, employee development, overseeing benefit programs, talent and rewards management and implementing policies to streamline activities within the organization. They also aim to improve employee morale and increase staff retention, branding efforts to market the company as an “employer of choice” and creating an engaged workforce that is happy and productive.

iii. Within a business, the human resources department is often considered the moral centre of the organization, as they are the ones to set the tone and implement policies and company standards.  As we live in a society that is both morally and culturally diverse, each company needs to create their own code of conduct, to outline the accepted norms and behavioural rules of the organization. By having a set of guidelines to which every employee can refer, it leaves little doubt about behaviours that will not be tolerated and conduct that will result in disciplinary action.

Having clear-cut policies can prevent legal issues from occurring and protect the company from facing lawsuits regarding discrimination, sexual harassment and hostile work environments.  This, in turn, enhances the company’s reputation, not only as one that takes its employee concerns seriously, but that they lead by example to create a culture of respect and dignity.

	While an established code of conduct cannot address every potential situation an employee may face, it does provide a set of ethical standards and rules to follow while in the workplace. Each employee is a representative of their organization and as such, has an obligation to adhere to the prescribed guidelines. This means conducting all company business fairly, honestly and in compliance with applicable laws and regulations and avoiding potential conflicts of interest.

iv. The recruitment process usually begins with advertising a job vacancy. Nowadays, this is mostly done online, usually via a company’s website or through LinkedIn. The applicant enters all of his relevant information to an online Applicant Tracking System (ATS) and the information is compiled and assessed against their keywords and desired qualities for candidates. For internal candidates, they usually apply directly through their HR department and can often forego the ATS system.

Next, the applications are screened for suitability and how closely they match the required skills for the vacancy.  A shortlisted group of candidates are selected and given preliminary screening interviews, usually by telephone, to determine if an interview will be granted.

Then, those who successfully pass this stage are invited for an in-person interview. This usually involves multiple interviews, with a recruiter or HR manager, the hiring manager and other decision makers within the team. These interviews are more in-depth than the telephone screen and are used to determine if the candidate will be a good fit.

The recruitment process ends with selection and hiring of a suitable candidate. The offer is extended after the various checks have been conducted (background, criminal, credit, education and employment history) and verified.

Having a clear and defined recruitment process has many benefits. In being transparent about the process, it ensures that the company is selecting applicants based on those who best fit the company’s needs and that a consistent set of criteria is used for each candidate. Additionally, it requires that the process be conducted in a legally sound way, without discriminatory practices or language inferred. 

It is beneficial for companies to outline the recruitment process on their website as part of their “Careers” section. By explaining what to expect at each stage of the process, it eliminates confusion for the candidate and answers many of the questions they may have. Ideally, the company’s job portal system would allow an applicant to log back into their profile and check the status of their application.     

v. Opportunities for staff development can help employees strengthen their existing abilities or learn new skills that will enhance their performance.

Career development can occur in the following ways:
	
· Lateral – a change in job position
· Enrichment – an expansion or change in responsibilities in the current position
· Vertical – moving up to the next level
· Relocation – moving to another division or department

Some of the ways to expand an employee’s experience can be as follows:

· Making presentations, to either an internal or external group 
· Leading monthly or weekly staff/departmental meetings
· Assume responsibility for more junior staff and provide advice & guidance to them
· Job-shadow a senior staff member or executive to learn leadership and management through direct observation
· Engage in “stretch” assignments that are beyond the employee’s normal scope of responsibility
· Participate in company task forces or committees
· Organize a team building event, including budgeting, planning and execution 
· Develop and participate in department budget creation and monthly monitoring of expenditures, to ensure adherence to plan 
· Learning delegation skills
· Finding a mentor or person you respect and learning from his/her best practices
· Proposing a project to lead or joining a project team where your skills can be contributed
· Participating in a business planning process
· Devising a way to improve upon an existing process
· Enrolling in courses, seminars, webcasts or hands-on training to learn a new skill. Then, volunteer for a project at work whereby the new skill can be demonstrated.

Question 2
Every organization should have a designated department or individuals specifically to handle human resource matters.  This means having HR specialists who have been educated and trained to work within an HR framework and thus experts in their field. Traditionally, HR was often viewed as merely a department of paper-pushers, people that followed orders from management and did not provide any real value to the organization. As they are not a revenue generating department, theirs is often the first to receive cutbacks, as some of their functions can be outsourced to other companies or even pushed back to the employees to handle more tasks on their own (such as pension and benefit enrolment programs).

This is a mistake in many ways. The role of HR has evolved considerably and successful organizations realize that they must collaborate with them to become strategic partners in the business.

Today’s HR specialists contribute towards the development and accomplishment of business plans and objectives, which are reflected in reward and recognition programs, 
performance appraisal systems, career and succession planning and employee development plans.

Additionally, HR specialists advocate on behalf of employees and are the ones to champion and facilitate organizational changes. They strive to create a positive company culture and promote the business’s values and mission statement.  Their role should also include conducting employee engagement surveys, conducting market research to determine if their compensation is competitive and researching and recommending benefit programs that will help to retain employees.

The HR specialists should also be knowledgeable in negotiations, employment and labour law and have conflict resolution skills to deal with internal disputes. 

Case Study
1. Using this case study as an example, we need to have more information in order to determine the exact nature of the problem. Tony mentions that his pay is low and that he has to work on weekends. Based on this statement, Tony seems surprised or angry that he is working weekends. However, a hotel operates on a 24-hour basis, 7 days a week, so his anger sounds unwarranted. For anyone working in the hotel or restaurant business, working on weekends is a given and not usually a negotiable part of the job, as that is often one of their peak periods for business.
Additionally, we don’t know what kind of work he is doing there. Is he a bartender, kitchen staff, a bellboy or a front-desk clerk? Without knowing the nature of the role, we don’t know if he really is paid poorly. If so, paid poorly compared to whom? To others doing the same job at another hotel or in general?

Another item to consider is that he has been working there full time for the past three years. Has he been doing the same job during that entire time or has he ever been promoted? Are there any opportunities for advancement? What kind of career path is available for someone like Tony? Does he even want to advance or he is simply bored with what he is doing and looking for a change?

Using his two complaints of low pay and weekend work, my assumption is that he is in a lower level role, with little or no room for growth. If he is also young, he may feel his career has stagnated compared to that of his friends or peer group if he has not seen a pay increase or promotion in the past three years. Additionally, if he is working every weekend, he may be missing social opportunities with family and friends and this could leave him feeling isolated or depressed.

All of these factors combined equal an employee with low levels of motivation and decreased morale. This could definitely affect his performance at work and present as someone working slower than normal, poor attendance and an unpleasant attitude towards coworkers and management.

2. Tony’s motivational level at work needs to be improved and could be achieved in the following ways.

	He could talk to his manager and explain that he has been unhappy in his current role. Perhaps he started with an entry-level job and feels that he has now achieved mastery of that role. He could ask to take on more responsibilities and thus demonstrate his willingness to go beyond his current job description. This shows initiative and a desire to expand his career. His manager could help Tony achieve this by offering him a job enlargement, by expanding his current level of responsibilities, or a job rotation, allowing him to work in other areas of the hotel. This would give Tony exposure to other departments and thus broaden his experience, making him a well-rounded employee. These are examples of good non-financial incentives that may increase his motivation.

	Seeing as Tony was originally complaining about low pay, another option would be for him to discuss a pay increase with his manager. This could mean a higher hourly wage or if he receives tips or commissions, a higher percentage awarded. Tony would need to present his case for a higher salary by comparing current market rates for his job to comparable hotels in the area to help justify his request.

	Tony could also investigate career paths at the hotel and inquire if a manager trainee program is available. Many hotels offer these to their younger staff or new graduates and depending on his age and qualifications, Tony may be an ideal candidate for such a program. Knowing that there is a defined career path with upward mobility could provide the necessary increase in both his attitude and motivational level.

	If Tony is still concerned with having to work weekends, he could also discuss having a rotational schedule with his manager. If he feels that he is the one constantly asked to work weekends instead of his co-workers, he could propose a revised schedule that covered all possible shifts, with each team member taking one or two weekends every month. Depending on the number of staff within his department, this would allow some parity within the scheduling and allow everyone a chance to have at least one weekend free per month.
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