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Assessment 1                                                                                                         Total Marks: 30 
      
1. Give short answers to the following questions:                                                             (12)                                        


I. What does Human Resource Department do? 
The human resources department main role is to maintain a high-performance workforce and ensure compliance with governing laws and regulations. It has a strategic plan to ensure the company has the best obtainable employees to fulfill company goals, oversee employee performance and support the company's culture and credibility in the market place. 
[image: http://www.lstgp.com/wp-content/uploads/2014/01/HumanResourcesTabloid.jpg]
Some of the other duties of the human resources department include managing payroll and benefits and hiring and firing employees as well as being mainly responsible for classifying positions and determining salary. It also handles employee performance reviews and manages workers compensation claims as well as maintaining personnel records and database information.

II. Outline the objectives of Human Resource Management in an organization. 

Basically the objectives of HRM are the objectives of the organization or individual they represent. They must be aligned with the employees and in summary some of these objectives are detailed as follows;

· Effective Utilization Of Resources
Human resource management ensures the effective utilization of resources by utilizing human and non-human resources so that the company’s goals can be achieved. 
[image: Image result for objectives of human resource management in an organization]

· Organizational Structure
Organizational structure describes the working relationship between employees and management as well as assigning the task for each employee working in the organization. This structure also defines positions, rights, duties, accountability, responsibility and other working relationships as well as providing essential information both timely and accurately. 
· Development Of Human Resources
Human resource management provides a favorable environment for employees so that people working in organization can work creatively. This ultimately helps them to develop their knowledge, ability and skill by organizing training and development campaigns which provides an opportunity for employees to enhance their quality to work.
· Respect For Human Beings
Human resource management should provide a respectful environment for each employee by focusing on developing good working relationships among workers and managers in organizations. So good human resource management systems ultimately help with respecting the employees.
· Goal Harmony
Human resource management bridges the gap between individual and organizational goals-thereby resulting into a respectable harmony. If goal difference occurs, the employees will not be prepared or encouraged to perform well. Hence, a proper alignment of objectives should be agreed in order to utilize organizational resources effectively and efficiently.
· Employee Satisfaction
Human resource management provides a series of facilities and opportunities to employees for their career development. This leads to job satisfaction and commitment. When the employees are provided with every kind of facilities and opportunities, they will usually be satisfied with their work performance and environment.
· Employee Discipline And Moral
Human resource management, if applied correctly, tries to promote employee discipline and moral through performance based incentives. It creates a healthy and friendly working atmosphere through appropriate work design and assignment of jobs.
· Organizational Productivity
Human resource management also focuses on achieving higher production and most effective utilization of available resources. This leads to an enhancement of the organizational goals and objectives.

III. What are the benefits of clear recruitment process? 

The aim of such a procedure is to ensure that a transparent and unbiased recruitment and selection process is followed; one that results in the appointment of the best candidate, based solely on merit and best-fit with your organizational values, philosophy, and goals.
[image: http://www.yourerc.com/blog/image.axd?picture=%2F2014%2F04%2Frecruiting-hiring.jpg]
Five ethical reasons and benefits for having such a process are to ensure:
· Job descriptions meet business entity requirements
· Candidates are assessed against constant criteria at every stage of the process
· The recruitment practice is lawful
· The candidate can be assured they will receive a genuine job offer
· The process can be followed by all the stakeholders involved.
IV. Is there a need for human resource management specialists and if so what should their role be? How is this role evolving? 

Companies hire human resource specialists to help manage, inspire and hire the best employees for their vacant job positions. Human resource specialists are the link between employer and employee. The exact duties of the human resource specialist can vary; some have specific titles like recruitment specialist or employment interviewer. However, at smaller companies, human resource specialists perform a variety of job duties but clearly there is a specific need for these specialists regardless of operating entity size. 
When a position needs to be filled they ensure that the best candidate possible is chosen for the position and should they find any other applicants particularly qualified, they might file their resume for later positions. When they aren't looking for new employees, human resource specialists regularly observe current employees and interview them to determine their satisfaction with their job. Human resource specialists should be available at any time for comments from employees, accepting feedback and applying it to create a more effective workplace. 
[image: http://gobackmoveahead.org/wp-content/uploads/bfi_thumb/HumanResourceManagementSpecialist1-2x7u8zmjp7omjtz95u35ds.png]Human resource specialists will often report to high level executives and give an overview of employee relations and offers suggestions on what the company can do to increase productivity or draw in new employees. 
Human resource specialists usually need a minimum education of a bachelor's degree. Degrees in human resources are typically not offered until the graduate level, so human resource specialists pursue degrees in business or similar fields. For higher level positions, human resource specialist often require a master's degree in human resources or business administration. 

The role of the HR specialist is forever changing as the business world itself evolves. With the increased emphasis on employee engagement, organizations are recognizing the importance of specialists who can facilitate clear communication between their teams.

In simple terms, organizations are now realizing that specialists are a main ingredient to success, who through his ability to recruit the right personnel for the right position, will make them successful and therefore the entire company is bound to follow suit.   


V. Outline the ethics of HRM as relating to the organization and the individual employee. 

HR Management department members are expected to exhibit individual leadership as a role model for maintaining the highest standards of ethical conduct and are expected to be;

1. Ethical, and act morally in every professional interaction.
2. Question pending individual and group actions when necessary to ensure that decisions are right and are implemented in an ethical manner.
3. Seek expert guidance if ever in doubt about the ethical propriety of a situation.
4. Through teaching and mentoring, champion the development of others as ethical leaders in the profession and in organizations. 
Human resources professionals are given a great deal of moral, ethical and legal responsibilities. In recruiting, training, reviewing, terminating and working with employees, there are a great deal of ethical ramifications. These positive or negative consequences can have a huge impact on the business at large. In a maze of complicated relationships, business associations, and personnel issues, many in the workplace look to a human resources team for guidance. That is why human resources professionals are encouraged to stick to ethical codes of conduct to guide their behaviors within their company and with their employees. 
[image: Image result for ethics of hrm]
Like many other kinds of businesspeople, human resources professionals must contribute to their organization with ethical integrity especially with regards to the issue framework as illustrated above.  
VI. What is the relationship between personal effectiveness and people management?
Personal effectiveness is a branch of the self-help movement dealing with success, goals, and related theories. Personal effectiveness incorporates some ideas from “the power of positive thinking”. A primary differentiating factor is that Personal Effectiveness proponents generally take a more systematic approach including a number of factors besides simple positive thinking. Some advocates take an approach with similarities to business process management techniques. 
Personal effectiveness also means making use of all the personal resources at your disposal - talents, skills, energy and time to enable you to achieve both work and life goals. 
How you manage yourself impacts directly on your personal effectiveness. Being self-aware, making the most of your strengths, learning new skills and techniques and developing behavioral flexibility are all key to improving your personal performance. 
Here are some skills that will greatly increase the efficiency of any person who owns them:
· Determination
· Self-confidence
· Persistence
· Managing stress
· Problem-solving skills
· Creativity
· Generating ideas
In order to be a good boss there is a direct link to all the characteristics identified above as it is important to be able to manage people effectively. After all, it is ground-level employees that are responsible for much of an organization’s physical output - whether this is in term of goods or services. Managing people effectively is vital if they are to work to optimum productivity levels each day - remember happy staff members tend to be more hard working and loyal to their organization.
So if you are working in a managerial position, what should you be doing to encourage the best possible performance from your team? Here is a list of top behaviors and characteristics for effective people management:
· Understand the value of employees & Express gratitude
· Communicate clearly & Listen effectively
· Make decisions
· Trust employees to achieve & Give them freedom to express themselves
· Resolve conflicts
· Be helpful to employees
[image: Related image]
· Set a good example
· Be honest
· Be a high achiever
2. What are the main functions of Human Resource Management?                                (6) 

The role of human resource management is to plan, develop, and administer policies and programs designed to make expeditious use of an organization’s human resources. It is that part of management which is concerned with the people at work and with their relationship within an enterprise. 


The major functional areas in human resource management are;
1. Planning, 
In the human resource planning function, the number and type of employees needed to accomplish organizational goals are determined and identified. Exploration and research is an important part of this function because planning requires the collection and analysis of information in order to forecast human resources supplies and to predict future HR needs. The basic human resource planning strategy is staffing and employee development. 

2. Staffing, 
Staffing emphasizes the recruitment and selection of the human resources for an organization. HR planning and recruiting precede the actual selection of people for positions in an organization. Recruiting is the personnel function that entices qualified applicants to filling the available job vacancies. In the selection function, the most qualified applicants are usually selected for hiring from among those attracted to the organization by the recruiting function. On selection, human resource functionaries are involved in developing and administering methods that enable managers to decide which applicants to select and which to reject for the given jobs. 
3. Employee development 
Training and development gives employees the skills and knowledge to perform their jobs effectively. In addition to providing training for new or inexperienced employees, organizations often provide training programs for experienced employees whose jobs are undergoing change and therefore this caters for retrenching during difficult times. Large organizations often have development programs which also prepare employees for higher level responsibilities within the organization. Training and development programs provide useful means of assuring that employees are capable of performing their jobs at acceptable levels. 
4. Employee maintenance. 
Career planning has developed partly as a result of the desire of many employees to grow in their jobs and to advance in their career which enables them to maintain already acquired qualifications but also demonstrate continual professional development (CPD). Career planning activities include assessing an individual employee’s potential for growth and advancement in the organization. 
[image: Image result for main functions of human resource management]These four functional areas described above and their related functions share the common objective of an adequate number of competent employees with the skills, abilities, knowledge, and experience needed for further company/organizational goals. Although other HR functions can be assigned to one of the four areas of personnel responsibility, some functions serve a variety of purposes. For example, performance appraisal measures serve to stimulate and guide employee development as well as salary administration purposes. The compensation function facilitates retention of employees and also serves to attract potential employees to the organization. A listing of other typical human resource functions are given below;

· Orientation 
· Job Analysis 
· Performance Appraisal
· Compensation
· Benefits 
· Labor Relations 
· Record-keeping 
· Personnel Research 


Apart from all the above, HR also manage aspects of change, technology, innovation, and diversity. HR are no longer confined to the culture or ethos of any single organisation; its keynote is a cross-fertilisation of ideas from different organisations. Periodic social audits of HR functions are considered essential. 

HR professionals nowadays have an all-encompassing role. They are required to have a thorough knowledge of the organisation and its intricacies and complexities. The ultimate goal of every HR person should be to develop a linkage between the employee and the organisation because the employee’s commitment to the organisation is crucial. The first and foremost role of HR functionary is to impart continuous education to employees about the changes and challenges facing all countries in general, and their organisation in particular. The employees should be aware and know certain aspects of company balance sheet, sales progress, diversification plans, restructuring plans, sharp price movements, turnover and other such details. The HR professionals should impart education to all employees through varying mediums such as small booklets, video films, and lectures.


3. How many opportunities of staff development can you think of? Here are some ideas. (4)

Refresher training                                                                                                                     Providing materials for self-study

There are many different staff training and development methods. On-the-job training, informal training, classroom training, internal training courses, external training courses, on-the-job coaching, life-coaching, mentoring, training assignments and tasks, skills training, product training, technical training, behavioral development training, role-playing and role-play games and exercises, attitudinal training and development, accredited training and learning, distance learning – which are all part of a training menu, available to use and apply according to individual training needs and organizational training needs.

[image: Related image]While new techniques are under continuous development, several common training methods have proven highly effective. Good continuous learning and development initiatives often feature a combination of several different methods that, blended together, produce one effective training program. Some of the more prominent methods are as follows;
ORIENTATIONS; Orientation training is vital in ensuring the success of new employees. Whether the training is conducted through an employee handbook, a lecture, or a one-on-one meeting with a manager, all newcomers should receive information on the company's history and strategic position, the vital people in authority at the company, the structure of their department and how it contributes to the operation of the business, and the company's employment policies, rules, and regulations. 
LECTURES; A vocal method of presenting material, lectures are particularly useful in situations when the goal is to impart the same information to a large number of people at one time. Since they remove the need for individual training, lectures are among the most cost-effective training methods available. But the lecture method does have some downsides. Since lectures primarily involve one-way communication, they may not provide the most interesting or effective training and in addition, it may be challenging for the trainer to measure the level of understanding of the material within a large group. 
CASE STUDIES; The case study method is a non-directed scheme of study whereby students (employees) are provided with practical case reports to analyze. The case report includes a thorough description of a simulated or real-life situation. By analyzing the problems presented in the case report and developing possible solutions, students can be encouraged to think independently as opposed to relying upon the direction of an instructor. Independent case analysis can be supplemented later with open discussion with a group if required. The main benefit of the case method is its use of real-life situations.                      The multiplicity of problems and possible solutions provide the student with a practical learning experience rather than a collection of abstract knowledge and theories that may be difficult to apply to practical situations. 
COMPUTER-BASED TRAINING; CBT involves the use of computers and computer-based instructional materials as the primary medium of instruction. Computer-based training programs are designed to structure and present instructional materials and to facilitate the learning process for the student. A main benefit of CBT is that it allows employees to learn at their own pace, during convenient times. Primary uses of CBT include instruction in computer hardware, software, and operational equipment. The last is of particular importance because CBT can provide the student with a simulated experience of operating a particular piece of equipment or machinery while eliminating the risk of damage to costly equipment by a trainee or even a novice user. The use of computer-based training enables a businesses to reduce training overhead training costs. Costs are reduced through a reduction in travel, training time, and amount of operational hardware, equipment damage, and instructors.   
SELF-INSTRUCTION; This training method is a way in which the employees assume primary responsibility for their own learning. Unlike instructor- or facilitator-led instruction, students retain a greater degree of control regarding topics, the sequence of learning, and the pace of learning. Depending on the structure of the instructional materials, students can achieve a higher degree of customized learning. Forms of self-instruction include programmed e-learning, individualized instruction, personalized systems of instruction, learner-controlled instruction, and correspondence study. Benefits include a strong support system, immediate feedback, and systematization. 
TEAM-BUILDING EXERCISES; Team building is the active creation and maintenance of effective work groups with similar goals and objectives and is commonly initiated to combat poor group dynamics, labor-management relations, quality, or productivity. By recognizing the problems and difficulties associated with the creation and development of work teams, team building provides a structured, guided process whose benefits include a greater ability to manage complex projects and processes, flexibility to respond to changing situations, and greater motivation among team members. Team building may include a broad range of different training methods, from outdoor immersion exercises to brainstorming sessions. The main drawback to formal team building can be the cost of using outside experts and taking a group of people away from their work during the training program. 
APPRENTICESHIPS; Apprenticeships are a form of on-the-job training in which the trainee works with a more experienced employee for a period of time, learning a group of related skills that will eventually qualify the trainee to perform a new job or function. Nowadays Apprenticeships are often used in production-oriented positions.  
JOB ROTATION; Another type of experience-based training is job rotation, in which employees move through a series of jobs in order to gain a broad understanding of the requirements of each. Job rotation may be particularly useful in small businesses, which may feature less role specialization than is typically seen in larger organizations. 
Case Study                                                                                                                                      (8) 

Tony works in Big Star a city hotel. He is full time employee and has been working there for the last three years. But he is not happy with his job. He says that his pay is poor and he has to work on the weekends. 

1. What does his statement suggest about the motivation of this hotel worker? 

Motivation and enthusiasm manifest as desire and interest however, it often happens that a lot of people have the desire and interest, but you lack the motivation. This can be a very frustrating situation, since you want to do a certain thing, but cannot get enough inner strength and motivation to act.
In Tony’s case he cites poor pay and long working hours for his unhappiness of the job he finds himself doing. He has, however, been doing this for three years though? 
[image: Related image] Therefore there could be other underlying reasons besides pay and weekend working his lack of motivation. It could be due to a weak desire, laziness or shyness, and it could be due lack of self-esteem and self-confidence. In some cases, the reason is a physical or mental problem, which requires professional help.
Lack of motivation and enthusiasm can show up everywhere, at home, at work, in relationships, in pursuing goals and in everything else. This often, creates indifference, unhappiness and dissatisfaction. Some of the reasons for lack of motivation and enthusiasm as listed below;
· Lack of faith in one's abilities.
· Fear of failure, due to failure in the past.
· Fear of what others might say.
· The habit of procrastination.
· Laziness.
· The feeling or belief that there are other more important things to do.
· Being too stressed or nervous.
· Absence of enough stimuli or incentives.
The above mentioned reasons stifle motivation and enthusiasm, and are only excuses for not acting. However, if Tony learns to overcome and disregard them, by becoming aware of them, acknowledging them, and understanding them he change the programming of his mind otherwise, laziness, absence of energy and procrastination will always remain.
At present he is clearly in a rut and not motivated. He, and the employer, has a duty to somehow improve this situation. 

2. Identify and explain two possible ways in Tony’s his motivation could be improved?

Employee turnover in the hospitality industry statistically costs restaurants and hotels billions of pounds/dollars each year, with worker turnover rates as high as 95 percent observed for some properties, according to the Incentive Performance Center. Motivating hotel staff not only improves job performance, but also reduces your costs associated with finding and training new workers

By motivating Tony, not only does he benefit, but the company will also benefit by not having lost two years of employee training but also the associated costs of employing a new replacement.

While customers might initially choose a hotel for its location, rooms and amenities, staff will make the biggest impression on visitors, who often base their subsequent decisions about where to stay on past customer service experiences. The more you can motivate your staff to take extraordinary care of your guests, the more successful you are likely be.

[image: Related image]

There are numerous ways that Tony could be motivated but the following two are always at the top of any list of motivation strategies;

Provide Incentives
While money may not be the only reason a hotel employee stays or leaves a certain job, it does play a significant role in job satisfaction. The hotel should set up a bonus structure in which all staff members can participate, and recognize excellent performance with regular raises and promotions based on certain upfront criteria. If possible also set up a profit-sharing program that is directly impacted by employee productivity and customer service. Find creative ways to reward outstanding performance, such as offering the use of a sports car for a weekend, extended stays in the hotel or its sister hotels for employees and their families, trips, and gift cards. Ask guests for feedback on the service they’ve received during their stay, and reward employees who consistently get high ratings from customers. 
Achievement/Growth
Achievement motivation is also commonly referred to as the drive for competency. Humans in general are driven to achieve goals and tackle new challenges. We desire to improve skills and prove our competency both to others and to ourselves. Generally, this feeling of accomplishment and achievement is fundamental in nature.
However, in certain circumstances the motivation for achievement may involve external recognition. We often have a desire or need to receive positive feedback from both our peers and our superiors. This may include anything from an award to a simple pat on the back for a job well done and perhaps Tony yearns for this recognition.
The need for self-improvement is truly an internal motivation. A burning desire to increase our knowledge of ourselves and of the outside world can be a very strong form of motivation. We seek to learn and grow as individuals.
Motivation for growth can also be seen in our desire for variation. Many of us are wired by our personality or upbringing to constantly seek a change in either our external or internal environment or knowledge. We, by nature, view stagnation to be both negative and undesirable.
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