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Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate.
	1: Short questions: (15)

I. What does human resource department do?
A human resources (HR) department is a critical component of employee well-being in any business, no matter how small. Human resource (HR) departments often act as a middleman between employees and management and should be where employees go for basic company information. An efficiently run human resources department can provide your organization with structure and the ability to meet business needs through managing your company's most valuable resources which is its employees. This department also works with management to help develop long-term strategies for the growth and development of a company. There are several HR disciplines, or areas, but HR practitioners in each discipline may perform more than one of the more than six essential functions. 
Human Resource Planning:
Human Resource Planning is a process of meeting an organization’s staffing based on the organization’s plans. The process occurs in three stages: planning, programming, evaluating. 
· First, the human resource managers need to know the organization’s business plans to ensure that the right number and profile of people are available. 
· Second, the organization conducts the programming of specific human resources activities, such as recruitment, training, and layoffs. The company implements its plans during the programming stage.
· Third, human resource activities are evaluated to determine whether they produce the right results needed to achieve of the organization’s business goal. 
The most difficult part of the human resource planning is, perhaps, conducting demand forecasts. Demand forecasting is determining the quantity and the quality of people needed based on the organization’s plans.
Recruitment: 
HR typically places advertisements for new employees and may attend job fairs and handle other recruiting duties. Staff will screen resumes, check references and perform any necessary background checks, and often conduct interviews with applicants. HR performs orientations of new hires, informing them of policies, procedures, benefits and other relevant information.

Safety:
Workplace safety is an important factor therefore; employers have an obligation to provide a safe working environment for employees. One of the main functions of HR is to support workplace safety training and maintain logs for workplace injury and fatality reporting. 

Employee relations: 
The HR department is responsible for strengthening employer-employee relationship through measuring job satisfaction, employee engagement and resolving workplace conflict. Labour relations functions may include developing management response to union organizing campaigns, negotiating collective bargaining agreements and rendering interpretations of labour union contract issues. 

Compensation and Benefits:
The compensation and benefits functions of HR include setting compensation structures and evaluating competitive pay practices. A comp and benefits specialist also may negotiate group health coverage rates with insurers and coordinate activities with the retirement savings fund administrator. Payroll can be a component of the compensation and benefits section of HR; however, in many cases, employers outsource such administrative functions as payroll.

Compliance:
One of the is a critical function of HR function is to ensure that the organisation comply with labour and employment laws. This is because noncompliance of these laws can result in workplace complaints based on unfair employment practices, unsafe working conditions and general dissatisfaction with working conditions that can affect productivity and ultimately, profitability. 

Training and Development:
Employers must provide employees with the tools necessary for their success which, in many cases, means giving new employees extensive orientation training to help them transition into a new organizational culture. HR departments may also provide leadership training and professional development for newly hired and promoted supervisors and managers. Professional development opportunities are for employees looking for promotional opportunities or employees who want to achieve personal goals such as finishing a college degree. 
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II. Outline the objectives of Human Resource management in an organization.
The main purpose of human resource management (HRM) is to help accomplish the organizational goals. However, the HRM like other departments in an organization works with certain objectives and has certain functions to fulfill. The human resource department is useful to the organization, its employees and the society at large may also find that it is useful to them. Some of the main objectives of human resource management are as follows:

1. Effective Utilization Of Resources: Human resource management should ensure the effective utilization of resources. It teaches how to utilize human and non-human resources so that the organisational goals can be achieved. Therefore, then an organization is aiming at utilizing its resources efficiently, it invites the HR department to formulate required objectives and policies to help achieve this goal.

2. Organizational Structure: HRM defines and assigns the task for each employee working in the organization which is to be performed within the given constraints. It also defines positions, rights and duties, accountability and responsibility, and other working relationships. The human resource management system provides required information accurately and timely. Hence, human resource management helps to maintain organizational structure.

3. Development of Human Resources: Human resource management should provide favourable environment for employees so that people working in an organization can work creatively. This helps workers to develop their creative knowledge, ability and skill. HRM organizes training and development campaigns which provides an opportunity for employees to enhance their knowledge and skills.

4. Respect for Human Beings: HRM should provide a respectful environment for each employee. It should provide the required means and facilitates to employees along with an appropriate respect because the dominating tendency that will develops will result in organizational crisis. Therefore, it should focus on developing a good working relationships among workers and managers in organization. 

5. Goal Harmony: HRM bridges the gap between individual and organizational goal which results into a good harmony. If goal difference occurs, the employees will not be willing to perform well. Therefore, a proper match between individual and organizational goal should exist in order to 
utilize organizational resources effectively and efficiently.
                
6. 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 be satisfied with their work performance.

7. Employee Discipline And Moral: Human resource management tries to promote employee discipline and moral through performance based incentives. It creates a healthy and friendly working environment through appropriate work design and assignment of jobs.

8. Organizational Productivity: Human resource management focuses on achieving higher production and most effective utilization of available resources. This leads to an enhancement in organizational goals and objectives.

The main objectives of human resource management are listed above. If the HRM fulfill these objectives, the department will go a long way in helping the organisation in accomplishing its organizational goals and objectives. 
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III. Outline the ethics of HRM as relating to the organization and the individual
employee.
Ethics is defined as those values, which has been imbibed within an individual on reinforced externally that help him to distinguish between right and wrong and to act accordingly. There can be several sources of ethics including religion, organizational culture and legal obligations.
Ethics in HRM indicates that employees should be treated with ordinary decency and distributive justice. The ethical business contributes to the business’s goals. As employees feel motivated, they will work with efficiency and effectiveness. It deals with the affirmative moral obligations of the employer towards employees to maintain equality and equity justice. Areas of HRM ethics are basic human rights, civil and employment fight. (e.g. job security and feedback from tests), safety in the workplace, privacy and justifiable treatment to employees. (e.g. equity and equal opportunity), respect, fairness and honesty based process in the workplace. 
The role of HR in promoting ethics are as follows:
1. Improve recruitment and selection tests: they should follow the recruitment policy that is the identification of the recruitment needs, monetary aspects, criteria of selection and preference etc. they should also follow the situational factors such as economic factors, social factors and technological factors. The selection must be carried out in a planned manner and should avoid illegal questions. 

2. Conduct ethics training: HR of the organization should be given some training in ethics to do their work in adherence to the ethical code of conduct. The main advantages to this training is that it increases productivity and employee morale, and also promote less supervision and less wastage.

3. Ensure that there are no pitfalls in performance appraisal: HR should ensure that performance appraisal is factual and that there is no partiality or bias in the attitude towards the employees. 

4. Rewards and disciplinary system: HR must ensure that they have a reward and discipline system which is fair and just to all workers.

5. Improve and facilitate two-way communication: HR should ensure and maintain a two-way communication between employers and employees.

6. Avoid discrimination: They should avoid any kind of discrimination among the employees based on certain factors like caste, colour, culture, religion, appearances, race etc. 

7. Equal opportunities: HR must ensure that equal opportunities are given to every employee for his advancement and development. 

8. Employees Safety: Measures should be taken for employee safety while working in the organization.

Fairness and Justice
The HR Manager is ethically responsible for promoting and fostering fairness and justice for all employees and the organisation. The following points must be considered to promote fairness and justice in an organization: 

1. The organization must realize the intrinsic value of its employees.
2. Treat people with dignity, respect and compassion to foster a trusting work environment free of harassment, intimidation and unlawful discrimination. 
3. Giving opportunities to the employees equally to develop their competency skills.
4. Bring in the feeling of owning the organization, within employees so that the employees would be committed towards the organization. 
5. Laying down such policies and procedure which will ensure equitable treatment for all.
6. The individual goals of an employee must be streamlined with the organizational goals. Individual goal of an employee should not obstruct him to achieve the organizational goals. 
7. The organization must be fair and honest to its staff. Decisions taken by the management must be ethical and legal. 

The above document has listed the ethics of HRM as relating to the organization and the individual
employee. If the HR professionals adhere to these ethical procedures and guidelines, and conduct themselves ethically both the company and the employee stand to gain a lot.
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IV. What are the benefits of clear recruitment process?
A recruitment process is the method that organizations use to fill job vacancies and hire new talent into their organization. The vacancies, however, should be ideally filled with qualified candidates and not simply anyone who apply for the position. One way to get the best and most qualified candidates to fill the vacancies is by adopting a clear recruitment process. A clear recruitment process has many benefits some of which are as follows:

1. A good recruitment process will be cost and time effective. It will help cut the time involved in the searching, interviewing, hiring and training process. It can also streamline these processes and make the company’s search for viable candidates must more efficient.

2. A good recruitment will be a direct reflection of the validity and professionalism of your business to both your prospective as well as current employees. Also, your customers and other businesses in the industry will use your good recruitment process as a standard of measure for your company. In other words, it will put forth a positive image to your customers, peers and competitors who will view you are a more legitimate, efficient business.

3. It will attract the right kind of employees for the company, the kind of employees that the company wants who has the knowledge, skills and abilities. It can be rather expensive to hire and train new employees. Therefore, a good recruitment process will ensure that when a company recruits, it makes the right choices. It will ensure that the company do all it can to minimize its risks and maximize its potential to hire the right candidates.

4. It allows the process of recruitment to be conducted fairly and carefully from the start to finish. It will ensure that the company attracts the right candidates not only for the positions that you want to fill, but also for the environment and attitude of your company.

5. It will help to select good, qualified and reliable employees for the company. A thorough and fair recruitment process, which follows an organized path will find candidates that will prove to be great assets to the company.

A clear recruitment process is the best policy for a company to adopt when conducting recruitment. It will ensure that the company attacks and selects the best possible candidates for the positions being filled.
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V. How many opportunities of staff development can you think of? Here are some
ideas.
· Refresher training
· Providing materials for self-study

Attracting and keeping loyal employees is crucial to the success of a business. High staff turnover disrupts production and impacts the profitability of a company. Therefore, a great way to retain staff and nurture employee skills is to consistently and actively promote professional development activities. Encouraging professional growth shows your employees that you care about their progress and their future, and it inspires loyalty in them. Some of the ways in which a company can create opportunities for staff development are as follows:

1. Support and Model Behaviour: Supervisors and workplace leaders should serve as role models to employees in a workplace. They should take an active role in their own professional development activities and let staff know they value these opportunities to further their career. Show interest in the progress of each employee participating in online courses or special projects, and share their successes at staff or sales meetings. 

2. Cross-Training Work Assignments: On-the-job training is a traditional and effective method of encouraging professional development at work. Once an employee masters the tasks required in her role, offer her opportunities to learn skills of complementary positions. Developing employees to perform a variety of roles also makes good business sense, because it helps avoid hiring temporary staff to cover absences due to vacation or sick days.

3. Access to Resources: Offer professional development opportunities to staff using a variety of resources. For example, (i) build a DVD or online video library of training material and tutorials and; (ii) arrange on-site workshops or seminars. Also, assist interested employees in accessing other resource material to further their professional and career development.

4. Coaching and Development: Create a customized development plan with each employee to support professional development during performance planning. Ask each employee to identify at least one skill or area they would like to work on. Then staff members and supervisors can work together to identify suitable opportunities and a timeline for completion. Schedule regular coaching or mentoring sessions to discuss progress and allow the employee to ask questions.

5. Give Constructive Feedback: Feedback does not mean criticizing, chiding, or disapproving. Instead, it should be constructive in nature and include specific recommendations for further improvement and development.
6. Allow Staff Members to Share their Experiences: Bring the work team together and encourage team members to share anything they think would be interesting or relevant to the team. This can include company-related topics or topic which is completely separate from work as long as it will help the team members to develop themselves professionally.
7. Work-based and off-the-job’ training: work-based as well as leisure activities that can facilitate personal and professional development. Some general examples are Practice and reflection and Teaching other people.
The above list provides some of the methods used by most companies to provide development to the employees. Creating opportunities for staff development helps a company to attract and keep loyal employees which is very crucial to the success of the business.
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2. Is there a need for human resource management specialists and if so what should
their role be? How is this role evolving? (7)

The Human Resources Specialist, sometimes called HR Assistant, usually works directly under an HR Generalist and performs specialized duties as assigned. HR Specialist primarily focuses on a specific HR function, whereas the Generalist is involved in all aspects of Human Resources. 

Yes, there is a need for HR Specialist because large companies which hire a large staff, needs them for the purpose of concentrating on and executing a certain HR task.  For example, a Specialist could be hired specifically to do payroll, or for recruitment and selection and so on… However, this is not to say that the specialist will not have to perform other duties of HR, especially if the company is small. In fact, many HR Generalist begin their career as specialist before getting involved with other facets of this field. Therefore, opportunities for jobs as HR Specialist can be found mostly in large companies rather than the smaller ones.

HR specialists are hired by companies to perform a number of different roles. The main role that HR Specialist performs according to Ferguson (2017), are as follows:  
1. New Hire/Termination: Once an employee is hired, the human resources specialist processes the new hire paperwork and fulfils legal requirements. He/she ensures that the new hire fills out mandatory forms, such as tax forms. She also processes employee termination, such as performing exit interviews and advising terminated employees of their rights including continuing group health-care and unemployment benefits.
2. Labour Relations: The HR specialist interprets labour laws and administers them accordingly. This includes keeping up state minimum wage, overtime, child-labour and record-keeping laws. She administers employment contracts relating to wages and salaries and management and union practices. 
3. Payroll and Benefits: The HR specialist interact deals with payrolls. For example, in new hire and termination cases, the HR specialist forwards the respective paperwork to payroll to ensure proper payment. Also, she administers workers-compensation insurance and state disability insurance, which the state may require you to obtain. The HR specialist also sets up benefit days, such as vacation, sick or personal days, or group health insurance and retirement plans and communicates about them to employees.
4. Company Policies: The HR specialist establishes clear company policies and helps to enforce them. Policies may relate to a code of conduct such as acceptable and unprofessional behaviour, time-card submission and pay checks, benefits, safety inspection, workers’ compensation, employee dispute resolution and reasons for termination.

The role of HR is forever changing as the business world continues to evolve, and as organizations discover new issues of importance. Traditionally, the role of HR was primarily administrative in nature, serving as the process-oriented arm of executive management. Today, there has been a shift in responsibility and a focus on HR as a strategic element to an organization’s competitiveness. More importantly, with the increased emphasis on employee engagement, organizations are recognizing the importance of facilitating communication between their teams. Through this evolution, the role of an HR specialist becomes more and more important to organisations. 
In this new business environment, much of the HR role is transforming. The role of the HR manager, director, or executive must parallel the needs of his or her changing organization (Heathfield 2016),. Successful organizations are becoming more adaptive, resilient, quick to change direction and customer-centered (Heathfield 2016). According to the (Heathfield 2016), HR professional, who is considered necessary by managers and executives, is a strategic partner, an employee sponsor or advocate and a change mentor.
1.Strategic Partner: To guarantee the viability and ability to contribute, HR managers need to think of themselves as strategic partners in organisations today. In this role, the HR pofessional contributes to the development of and the accomplishment of the organization-wide business plan and objectives.
2. Employee Advocate: As an employee sponsor or advocate, the HR professional plays an integral role in organizational success via his knowledge about and advocacy of people. This advocacy includes expertise in how to create a work environment in which people will choose to be motivated, contributing, and happy.
3. Change Champion: The constant evaluation of the effectiveness of the organization results in the need for the HR professional to frequently champion change. Both knowledge about and the ability to execute successful change strategies make the HR professional exceptionally valued. Knowing how to link change to the strategic needs of the organization will minimize employee dissatisfaction and resistance to change.
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Case Study
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. (8)

1. What does his statement suggest about the motivation of this hotel worker?
Tony’s statement suggests that the level of motivation at this hotel is very low. It shows that workers are dissatisfied with their working hours. They feel that they are being overworked by management. They are not satisfied with the salary that they receive. It shows that workers feel that they are being rubbed meaning that they receive a salary which is too small for the amount of work that they perform. 

Also it appears that workers are not pleased that they are working on weekends. This shows that he is dissatisfied with the conditions of work at the hotel which causes they to feels that he is being treated unfairly by his employer. This builds an atmosphere of mistrust between and the employer and his employees and therefore, causes the employees to be demotivated.

2. Identify and explain two possible ways of how Tony’s his motivation could be improved?
Staff motivation should always be on top of a company’s priority list. A business thrives when it’s people thrive and if they are not motivated and don not feel as if they are adding value and are indispensable within the team, then your business is at a huge disadvantage. Two possible ways in which Tony’s motivation could be improved are as follows:
i. Offer benefits beyond the basics: The company can offer him an increase in salary or supplement his salary by assisting him in other areas of his lives. For example, the company can offer him an extra level of life insurance or disability insurance to protect his incomes. He can also be given other ancillary benefits, such as dental, optical and wellness. It is important for a company to provide higher benefits so that their employees know that they truly care about them and their families. 
ii. Offer him more vacation time: Since he is complaining of working for long hours for a small salary, one way to address this concern is to offer him a longer or incremental vacation. This will increase boost his motivation and will be more productive since he got a few extra days of well-deserved time off to spend with family and friends. 
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