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Question 1: What does Human Resource Department do?	    (5 marks)

1. Recruitment

When require new recruitments, HR usually places advertisements and may attend job fairs and handle other recruitment duties. HR professionals will screen resumes, perform references check and any necessary background checks, and conduct first interviews with applicants, coordinating follow-up interviews with other company departments and managers. HR also performs orientations of new hires, informing them of policies, procedures, benefits and other relevant information.
(Christensen, N.A.)

2. Safety

HR function support workplace safety training and maintain workplace injury record and fatality reporting, and manage the company's workers compensation issues. (Christensen, N.A.)

HR require awareness of worker protection requirements and ensure that the workplace is meeting both legal and union standards. Worker protection issues include:
· Chemical hazards
· Heating and ventilation requirements
· Protection of employee information
(Creative Commons, 2012)

3. Employee Relations and Performance

HR is involve in employee relations through strengthening of the employer-employee relationship through measuring job satisfaction, resolving workplace conflict, and employee engagement. HR is involve in labour relations functions by developing management response to union organising campaigns, negotiating collective bargaining agreements and rendering interpretations of labour union contract issues.
(Christensen, N.A.)

4. Compensation and Benefits

HR professionals would draft new employee’s contracts. HR helps management map out pay structures within the company. HRM professionals need to determine that compensation is fair, meets industry standards, and is high enough to entice people to work for the organisation. Compensation includes anything the employee receives for his or her work. Additionally, HRM professionals need to make sure the pay is comparable to what other people performing similar jobs are being paid. This involves setting up pay systems that take into consideration the number of years with the organisation, years of experience, education, and similar aspects. (The Saylor Foundation, N.A.)

HR also take care of employee benefits, such as health insurance, retirement plans, transportation subsidies, stock purchase plans, vocation time, sick leave, bonuses, and course reimbursement.
(Christensen, N.A.)

Additionally, HR duties may include payroll, such as tracking vacation time and pay, maintaining a holiday schedule, creating policies on flexible work hours and updating records when employees are promoted or transfer departments. Overall, HR monitors salary and wages within the company's industry to ensure compensation remains competitive. (Christensen, N.A.)

Therefore, HR monitors salary and wages within the company's industry to ensure compensation remains competitive. (Christensen, N.A.)




5. Compliance

HR department keeps track of legal laws and manpower regulations regulating benefits and compensation, such as:
· Health-care requirements
· Compensation requirements such as the minimum wage
· Worker safety laws
· Labour laws
· Work Injury Compensation Act
· Laws regarding overtime

HR also ensure company complies with the legal regulations of the Fair employment practices Act. It also typically handles disputes between employees, or any claims of sexual harassment or workers' compensation injuries. (Christensen, N.A.)

HR professionals must always be aware of changes taking place and then communicate those changes to the entire management organisation. (Creative Commons, 2012)

6. Training and Development

HR give new employees extensive orientation training to help them transit into a new organisational culture. HR also provide leadership training and professional development. HR may provide leadership training to newly hired and promoted supervisors and managers. Whereas professional development opportunities may be provided to employees looking for promotional opportunities or employees who want to achieve personal goals. (Mayhew, N.A.)

Examples of training programs include:
· Job skills training, such as how to run a particular computer program
· Communication skill
· Team-building activities
· Policy and legal training, such as sexual harassment training and ethics training
(The Saylor Foundation, N.A.)





























Question 2: Outline the Objectives of Human Resource Management in an Organisation 								   (5 marks)

1. Effective Utilisation of Resources

HRM ensures the effective utilisation of resources by assisting the organisation in obtaining the right number and types of employees to fulfil its strategic and operational goals. Organisation aiming to utilise their resources efficiently uses HR department to formulate required objectives and policies. (Accounting-Management, N.A.)

2. Organisational Structure
HRM establish and maintain sound organisational structure and desirable working relationships among all the members of the organisation. (Accounting-Management, N.A.)

HRM helps to provide facilities and conditions of work and creation of favorable atmosphere for maintaining stability of employment. HRM help to establish and maintain an adequate organisational structure of relationship among all the members of an organisation by dividing of organisation tasks into functions, positions and jobs, and by defining clearly the responsibility, accountability, authority for each job and its relation with other jobs in the organisation.

3. Development of Human Resources

HRM provides favourable environment for employees that stimulate hidden creativity and energy. This ultimately helps them to develop their creative knowledge, skill and ability. To develop personality of employees, HRM organises training and development campaigns which provides an opportunity for employees to enhance their calibre to work. (Accounting-Management, N.A.) This help all employees reach optimal performance and to use fully their capacity and potential. Consequently, HRM ensure effective utilisation and maximum development of human resources
4. Respect for Human Beings

HRM provide a respectful environment for each employee. HRM are provided with required means and facilitates employee along with an appropriate respect. HRM focuses on developing good working relationships among workers and managers in organisation. HRM develop overall personality of each employee in its multidimensional aspect. Therefore, good HRM system helps in providing for respect of the employees. (Accounting-Management, N.A.)

5. Goal Harmony

HRM bridges the gap between individual goal and organisational goal, thereby resulting into a good harmony. If goal difference occurs, the employees will not be willing to perform well. Hence, a reconciliation of individual goals with those of the organisation should be there in order to utilise organisational resources effectively and efficiently. Organisations need to use human resources in an optimum way to reach organisational goals. HR professional is require to convince employees to exert more effort for reaching organisational goals. (Accounting-Management, N.A.)

6. Employee Satisfaction

HRM create and utilise an able and motivated workforce, to accomplish the basic organisational goals. HRM help to maintain high employee’s morale and sound human relations by sustaining and improving the various conditions and facilities.

HRM has to ensure wages are fair and adequate and provide incentives and benefits thereby satisfying both individuals and groups. HRM need to identify and satisfy individual and group needs by providing adequate and equitable wages, incentives, employee benefits and social security and measures for challenging work, prestige, recognition, security, status. HRM provides a series of facilities and opportunities to employees for their career development. This leads to commitment and job satisfaction. When the employees are provided with every kind of facilities and opportunities, they will be satisfied with their work performance. (Accounting-Management, N.A.) Therefore, HRM help to establish and maintain a harmonious employer/employee relationship. 

7. Employee Discipline and Moral

HRM 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. HRM help to achieve and maintain high morale among employees. Consequently, HRM provide the organisation with well-trained and well-motivated employees. (Accounting-Management, N.A.)

8. Organisational Productivity

HRM focuses on achieving higher production and most effective utilisation of available resources. This leads to an enhancement in organisational goals and objectives. HRM help to maintain performance standards and increase productivity through effective job design, providing adequate orientation, training and development, providing performance-related feedback, and ensuring effective two-way communication. Through HRM, organisation can attain an effective utilisation of human resources in the achievement of organisational goals. (Accounting-Management, N.A.)











Question 3: Outline the Main Objectives of Recruitment Process in an Organisation 								(5 marks)
1. Finding the Best Talents on the Job Market
Organisations often compete for the best talents in the job market. Candidates select the organisation based on company’s reputation, career advancement, prospects. HRM have to search for people whose skills fit company values. HR professionals have to develop the competitive approaches to make the attractive job offers. HR places job adverts and job offers have to reflect this. (HR Management Guide, N.A.)

HR professionals deliver the candidates to managers, who make the final decision about hiring a new employee. The managers would want to hire the best employees available on the job market. The role of HR is to attract the best talents and most suitable candidates to the company. (HR Management Guide, N.A.)
2. Recruitment Sources Management
The recruitment sources deliver the candidates for the selection procedure in the organisation. The better the candidates are; the higher quality job candidates can be hired. Proper management of the recruitment sources has a significant impact on the competitive advantage of the organisation. (HR Management Guide, N.A.)

The better calibre employees may not have to be expensive, but the organisation has to manage the recruitment sources to attract the high quality job candidates. (HR Management Guide, N.A.)

3. Building the Strong Internal Recruitment Process
By building a strong internal recruitment helps the organisation to retain the best talents in the organisation. Employees have the opportunity to apply for a new job position, and they can change their career path. (HR Management Guide, N.A.)

Managers must be willing to allow their best employees to take a new role within the organisation in order for internal recruitment to be a success. HR facilitate the employees to rotate and in supporting the managers in developing the successors. (HR Management Guide, N.A.)
4. HR Marketing
HR Marketing is vital for the organisation, which need to attract many job candidates. Organisation need to recruit experts, professionals, experienced staff and fresh graduates whom they select the employer by the strength of the brand name on the job market and offered opportunities in the organisation. (HR Management Guide, N.A.)
HRM have to attract people with a broad range of skills and experiences that will suit the present and future organisational plans. Organisation has to build a positive brand name and image, and it has to promote the job opportunities and excellent career paths to attract these talents. HR has to design the recruitment activities, which support the name of the employer in the job market. Additionally, HRM have develop a culture that attracts competent people to the company. (HR Management Guide, N.A.)















Question 4: What is the Difference between Training and Development? 
                                                                                                         (5 marks)
The differences between training and development are as follow:
1. Training is a learning process for new employees in which they get to know about the key skills required for the job. Development is the training process for the existing employees for their all-round development. (Surbhi, N.A.)
2. Training is a short-term process, i.e. 3 to 6 months with concrete goals. Development is a long term activity, continuous process, with goals that are open-ended and ongoing. (Surbhi, N.A.)
3. Training focuses on developing skill and knowledge for the current job. Training aims at specific job or role requirement.  Training enhances the knowledge or skills for a particular job or role. Unlike, the development which focuses on the building knowledge, understanding and competencies for overcoming with future challenges. Development focuses on career building and progression. Development is more conceptual and focuses on overall progression of the individuals. (Surbhi, N.A.)
4. Training has a limited scope; it is specific job oriented. Development is career oriented and hence its scope is comparatively wider than training.
5. In training, the trainees get a trainer who instructs them at the time of training. Whereas in development, the manager self-directs himself for the future assignments. (Surbhi, N.A.)
6. Training involves many individuals collectively attend the training program. Development is a self-assessment procedure, and hence, one person himself is responsible for one’s development. (Surbhi, N.A.) 
7. Training programs are group focused, where more than one individual participates in organised group events, such as workshops, classes, or seminars. Development activities tends to be more of a personalised experience, which is catered based on the individual’s development plan. (Singh , 2016)
8. Organisation takes the responsibility of training. Development is a self-assessment procedure, where individuals are held responsible for creating and owning their development plan and activities. (Singh , 2016)
9. Training is concerned with maintaining improved current job performance. Development build up competencies for future performances. (Singh , 2016)
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