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1.i.  What does Human Resource Department do?
       Human Resource Department is a formal way of managing people in any
organization, including hiring, evaluating, training and compensating employees. This department also deals with the type of relationships people have in their places of employment, ensuring that employees are satisfied with the conditions of their employment and what ideas, knowledge and talents they bring and use to help the organization succeed, by guiding and helping them when it’s necessary. It also maintains personnel records and database information.

1.ii. Outline the objectives of Human Resource Management in an organization.
        The objectives of Human Resource Management in an organization are the follows:
      • To help the organization reach its goals by providing well-trained and well-motivated employees.
      • To inculcate the sense of the team spirit, team work and collaboration.
      • To ensure reconciliation of individual goals with those of the organization.
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	      • To create facilities and opportunities for individual or group development so as to match it with the growth of the organization.
      • To attain an effective utilization of human resources in the achievement of organizational goals.
      • To achieve and maintain high morale among employees.
      • To increase the employee’s job satisfaction to the fullest.
      • To sustain and appreciate employees continuously by providing training and development programs.
      • To be ethically and socially responsive to the needs of society.
      • To provide fair, acceptable and efficient leadership.
      • To provide facilities and conditions of work and creation of a favorable atmosphere for maintaining the stability of employment.
      We can speak, also, about four categories of main objectives:
      • Societal Objectives - include fair deals for workers, the supply of quality goods, fair returns to investors, keeping noise levels low.
      • Organisational Objectives - to recognize the role of human resources management and how it can achieve organizational effectiveness.
      • Functional Objectives - human resources must be assessed and modified to suit the demands of the organization.
      • Personal Objectives - means that the employees achieving their personal work goals which in turn contribute to the organization and its success.
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	1.iii. What are the benefits of the clear recruitment process?
        A recruitment process should be based on principles such as respect for diversity, ethical decision making, selection according to merit, equal treatment for all and procedural fairness. The benefits are reduced recruiting costs, scalable recruiting capacity, a consistent and predictable recruit to hire process, increased candidate quality, increased hiring manager satisfaction and enhanced employment brand.
        A clear recruitment process will attract the right kind of employees, with the knowledge, skills, and abilities that the organization needs. Also, the recruitment process should take into account the cost effective as well as time effective.
        A clear recruitment process can help cut the time involved in the searching, interviewing, hiring and training process. It can streamline these processes and make the search for viable candidates must more efficient. From the start, the HR must have a clear, accurate, through a picture of the candidate. Also, it requires those writing job descriptions to give precedence to the competencies that would make the most positive contribution to the organization’s business requirements. 
        A good recruitment process reduces the risk of bias or discrimination and can make the candidates feel confident the position they are applying for, to see that the organization is a reputable employer and to want to become an employee of that organization.
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	1.iv. Is there a need for human resource management specialists and if so, what should their role be? How is this role evolving?
        Any organization should have human resource management specialists because they can increase the organization’s capability to differentiate itself from other similar organizations, in a way that is also cost-effective. This includes employee recruitment, selection and retention. Human resources managers strive to recruit quality employees, select the best for the available positions and then develop policies that retain great workers. Retention policies include providing adequate compensation, training programs, and competitive benefits packages. When employee leaves, the human resources department conducts exit interviews to assess the employee's reasons for leaving in order to create better retention policies.
       The human resources specialists also keep track of changes in state and federal employment laws and apply them appropriately. These include tax regulations, health insurance requirements, overtime laws, unemployment restrictions, family and medical leave policies and safety regulations. The department works for the best interest of both the employees and the company, striving to create a safe workplace and handling employee disputes as required.
       To response of the dynamically changes that have place in a social, economic and political medium, to advances in technology, the roles of HR specialists have developed such as follows:
• Employees advocate - their role focuses on the current needs of the workforce and on employee relations issues. Caring for, listening to employees advocate also
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	has to understand the points of view of other and be able to communicate these to employees so they can, in turn, contribute to achieving value.
      • Functional expert - is increasing the administrative efficiency of the HR department by using his or her expertise to design HR policies and procedures.
      • Human capital developer - is about developing the workforce, individual workers or teams, so that they are successful in the future, to contribute to the organization’s strategic objectives.
      • Strategic partner - involve several things as being an expert in the business, thinking and planning strategically, or it could be someone who acts as a consultant or is a knowledge manager, sharing that knowledge and spreading it between people.
      • The HR leader - involves all four roles above and it’s leading the HR function by working with other business functions in setting standards for strategic thinking and corporate governance.

1.v.  Outline the ethics of HRM as relating to the organization and the individual employee.
        HR department should only engage in activities that improve an organization’s credibility and value contribute to her ethical success such as follows:
     • HR must establish, maintain and developing business relationships based on mutual trust.
     • Promoting equality, diversity and integrity.
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	     • Expecting the confidentiality of information (results of business and professional relationships) and not use it in personal or third party interests.
     • Supporting and demonstrating the values and ethics to increase professional reputation.
[bookmark: _GoBack]     • Demonstration and promotion of fair and reasonable standards in treating people who work in their sphere of influence.
     • Encouraging others to take action if their notice something illegal or unethical.

1.vi. What is the relationship between personal effectiveness and people management?
        The relationship between personal effectiveness and people management it’s a mix of performance, engagement and fairness that involved integrity and an excellent quality in developing a culture where everyone is encouraged to learn, to understand and to use their resources and values to achieving their goals, but also the objectives of organization in a way that is efficient and cost effective.

2.     What are the main functions of Human Resource Management?
        The main functions of Human Resource Management are:
      • Planning - serve to determine the number and type of employees needed to achieve the company’s goals. Planning requires information to be collected and analyzed, so research is the first step to fulfilling this function. Also, job analysis is important, deciding on the job description and the human requirements needed.
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	      • Staffing - is about the recruitment and selection of human resources. The selection function is used to choose the most qualified applicants from those attracted to the organization. It is also taken into account the introduction a new employee to the new job.
      • Employee development - is providing employees with the skills and knowledge to do their jobs well, using training and development programs.
      • Employee maintenance - this function includes:
· Performance appraisal is an evaluation of an employee and his
performance to ensure it’s working well and at acceptable levels. Human resources are usually responsible for developing appraisal systems.
· Career planning is a process through which an employee explores his 
interests and abilities and strategically work towards job goals, aiming to receive certain compensation.
· Benefits are non-wage compensation received by employees in addition 
to their usual wages.
· Labour relations relate to the practice of managing employees who are 
members of a union (to deal with any discrepancies in pay, working conditions).
· Record-keeping is related to the employees and include employment 
history, CVs, medical records, promotions, transfers, working hours and lateness.
       • Personnel research means obtaining personnel-specific information in order to develop programs that work for an organization. Research is carried out not to deal with problems but to prevent them from occurring in the first place.
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	        HR functions also include managing change and introducing new technology, innovation and diversity.

3.     How many opportunities of staff development can you think of? Here are some ideas
      • Refresher training
      • Providing materials for self- study

        We can use opportunities of staff development such as follows:
      • Enrollment in formal degree programs, courses.
      • Give an opportunity to work on a project that is normally outside his job duties.
      • Coaching, mentoring and leadership development programs.
      • Job rotation - employees can work in a different area of the organization, for a short time.
      • Job shadowing - if an employee wants to learn what someone else in the organization does, that employee can follow that person and observe her at work.
      • Two employees agree to learn different tasks from each other (each one must be an expert in performing those tasks, to teach the other).
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	Case Study
1. The statement of Tony suggests that this hotel don’t have a very good 
management support. The employee has been working there for three years, so the HR department doesn’t listen to employee concerns and doesn’t take action to help him perform his job. And because Tony complained about his poor pay, the HR department doesn’t have a very good incentives program for a well performing job to keep him motivated.

2. To motived Tony, the HR department should consider a bonus program that 
includes recognition of performance with regular raises that is directly impacted by employee productivity and customer service. For example, if the guests of the hotel offered a very good feedback on the service they’ve received, the reward for Tony can be to use the hotel car for a weekend, extended stays in the hotel for him and his family, gift cards or at the end of the month he will receive an extra bonus.
           Another way to motived Tony is to make him feel that his hard work will advance his career forward. After his assessment, HR may propose him a development program that suits his goals and will help him to get promoted. For example, he can try to learn different tasks from other employees and to be involved in other projects that will help him to prosper financially, personally and professionally.
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