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Question one
I. An induction programme is the process used within an organization to welcome new employees and prepare them for their new role.
II.  Advantages of promoting employees within the organization
· Current employees already know the rules, regulations and culture of the organization.
· Employees have understanding of how the organization operates and do not need an induction programme.
· The organization knows and has detailed records from previous supervisors. 
· Offering opportunities to internal employees may boost the morale of the staff members. 
· Allowing employees to move vertically and horizontally within the organization could reduce the possibility of for another job. 
· A positive image is created within the organization. 
            Disadvantages of promoting employees within the organization 
· No new fresh ideas are brought into the organization 
· The job advertised may require skills not currently available within the organization. 
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· Promotion of an internal employee could cause resentment amongst other employees, who may feel they deserve the post more than the promoted employee.
·  The number of applicants from which to choose may be too high or too limited.
· It is possible to promote less qualified employees than those from outside the organization in order to comply with the internal recruitment policy or the Employment Equity Act.
· Lazy employees cannot suddenly change into ‘star’ employees because they have been promoted 
III. Why employers transfer employees
The transfer are generally affected to build a more satisfactory work team and achieve the following:
· To increase the effectiveness of the organization.
· To increase versatility and competency of key positions.
· To deal with fluctuations in work requirements
· To correct incompatibilities in employee relations 
· To correct erroneous placement 
IV. The objectives of recruitment process in an organization 
· It provides the list of objectives of the organization and tries to achieve them by promoting the organization in the minds of the of the public 
· To forecast the how many will be required in the organization 
· To enable the organization advertise itself and attract talented people 
· To provide different opportunities to procure human resource 
· To devise methodologies for assessing psychological traits
· To anticipate and find people for positions that do not yet exist 
· To design entry salary that competes on quality but not quantum 
· To attract people with multi-dimensional skills and experiences that suits the present and future organizational strategies 
· To induct outsiders with a new perspective to lead the company   
Question two
 
The recruitment process:
· Recruiting is a process of generating a pool of qualified candidates for a particular job. It is a set of activities an organization uses to attract candidates who have the abilities and the objectives. The list below shows the steps in the recruitment process.
i. Short-listing :this involves reducing the number of applications received down to an appropriate sized list of candidates to be invited for interviews
ii. Selection testing: the aim is to take on board a candidate who is going to succeed and perform well. These may include ability tests, aptitude tests, personality tests e.t.c .
iii. Interviewing the candidates: an interview has been the traditional method of selection for decades.
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iv. Choosing the successful candidate: the final decision on selecting the preferred candidate should follow the same process that applies to short listing. Only the candidates who match the ‘essential’ aspects of the person specialization should be considered.
v. Obtaining references: the offer of employment should not be made even informally, until references have been made once a decision is reached on the chosen candidate, it is normal to make approaches to past employers to check the accuracy of information provided by the applicant and to ensure that there is no ‘skeleton’ lurking in the applicant’s past that has not been revealed.   
vi. Offering the position: once satisfactory references have been obtained, the offer can be made to the successful candidate. This needs, of course, to be confirmed in writing. 
The offer of employment should contain the following details
· Job title
· Starting date 
· Starting salary and any agreed details on salary progression and how it is determined, especially during the first year.
· Any help with relocation if appropriate  
· Company car level and arrangements for petrol, if appropriate 
· Details of confirmation of the offer (the candidate is usually asked to sign their agreement on one copy of the letter, returning it to the company in the envelope supplied).
This offer will, when accepted, need to be followed up with a formal ‘contract of employment’ which needs to be given to the employee within two months of their starting employment.
  
Question three

1) By using job fairs: as they serve a dual purpose for the company the y provide access to a large pool of job applicants and offer the company a way to promote itself In the community.
· The company should focus on recruiting applicants who are endlessly patient, knowledgeable about children’s toys, sociable and should be engaged in excellent customer service.
· The company should use business specific recruiting: this works directly with hiring managers to land desirable candidates.
2) The selection of candidates should be based on those who are going to perform well through ability tests, aptitude tests and personality tests.
3) By creating a team culture ,providing training for employees ad do the upfront work 
4) Mentoring its employees ,ensure that it expands the channels of communication and motivate its employees 
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