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1: Short questions



i. What does human resource department do?



A human resources department provides a range of services to managers and staff across their organisation, focusing and specialising upon maximising the company’s employee’s performance; this is done by working towards the organisations strategic goals and objectives. 



The human resources department is responsible for creating, implementing and/or overseeing policies and systems, governing employee behaviour and the behaviour of the company towards its employees.  It is concerned heavily with the management of the employees - to do this it oversees and is involved in a variety of roles which include:



· Employee Recruitment and Retention: Supporting managers and staff with

· helping to set up interviews, ensure they are carried out fairly ie all interviewers ask the same questions when interviewing for a particular role to make it fair for all interviewed 

· To help and advice with the write up the job description, this should help with attracting suitable candidates 

· To help and advice set up of the exit interviews to ensure the experience is as positive as possible for both parties involved 

· To help and advice with employment checks and recruitment selection



To help with staff retention it is important for the organisation make staff feel valued, this can be done by giving a well-supported and positive supervision and appraisal experience, to ensure the employees feel they have done well and to feel proud to work for the organisation



· Employees Benefits: by offering employees benefits whilst working for the organisation will help with staff retention and motivation. Examples of benefits often offered to staff include: 

· Support with positive performance appraisals

· Reducing car parking costs or offering transport incentives

· Savings on work-related training

· Exclusive discounts on lifestyle costs ie corporate gym membership fees

· Employee assistance, offering a helping hand with life’s issues ie advice and help on debt issues







· Training and Development: to offer support to managers and staff in a range of areas which include: 

· Workforce planning

· Skills audits

· Training needs

· Analysis and workforce development

· Pre and post registration courses

· Vocational qualifications

· Compulsory and essential training

· Skills for life and skills for health



· Performance Appraisal: This will be carried out annually and is an opportunity for the staff and manager to discuss their aims and objectives and to decide together goals for the next 12 months;



· Organisational Changes: To offer help and support to staff which are experiencing department mergers or staff changes that are taking place within the organisation.



In the early 20th Century researchers began documenting ways of creating business value through the strategic management of the workforce. In the early years this was undeveloped, concentrating on payroll and other ‘basic’ benefits. However, due to globalisation, technological advances and further research, it is now highly recognised that Human Resources department needs to be involved in a wider part of the company’s initiatives like mergers, talent management, diversity and inclusion.



ii) Outline the objectives of the Human Resource management in an organisation



The human resources management will work closely with other departments to decide the objectives of the organisation. It is the employees who are their main focus rather than profits the organisation makes. 



It is highly recognised that when the employees feel valued, included and respected by helping them with their training, offering them support with positive appraisals etc they will have an indirect hand with aiding the organisation meet their objectives and helping with increasing the organisations profits.



The NHS put a large emphasis on their objectives, they include the following:



Respect and Dignity: Valuing each person as an individual, respect their aspirations and commitments in life, and seek to understand their priorities, needs, abilities and limits. 





Commitment to Quality of Care: Insisting on quality and strive to get the basics right every time.

Compassion: To respond with humanity and kindness to each person’s pain, distress, anxiety or needs.

Working Together for People Who Use Our Service: To put patients first by reaching out to staff, service users, carers, families, communities and professionals outside of the. 

Everyone Counts: by using the resources available to benefit the whole community to ensure no-one is left out.

Improving Lives: To help improve health and well-being and people’s experiences of the NHS.

Communication: to be mindful to how the individual communicates with anyone who they come into contact with.

Developing yourself and others:  to recognise whether staff have taken steps to improve their performance within their role and helped develop others through giving information or knowledge to others to help them to perform.

Helping to improve our service: To help improve the service that is provided.

Undertaking good quality work: For staff to maintain the expected standard of quality of their own work and to help others to improve their work.

Having an Equality and Diversity focus: To ensure the individual tries to maintain the expected level of health, safety and security for themselves and others around them.

Being a role model: Being an example for other members of staff and being accountable for your own work.



By adhering to the above, the NHS feel they are valuing their employees, treating each member with respect and recognising and fulfilling their needs to the best of their ability.



iii) Outline the ethics of HRM as relating to the organisation and the individual employee



The definition of ethics is the moral principles that govern a person’s behaviour or the conducting of an activity. HRM is the branch with the knowledge to deal with moral principles.



To promote ethics within the organisation, HRM’s role includes the following:

· Following the recruitment policy, ensuring that the process is fair and equal. To do this, careful adherence to recruitment policies and procedure when hiring staff will help protect against charges of discrimination. Most organisations will have detailed recruitment policies in place, implemented by appropriately trained staff. 







Even at the start of the procedure - the job advertisement must adhere to laws, including the Sex Discrimination Act, the Race Relations Act and Disability Discrimination Act. 



The application form should ensure that thought has been considered with regards to the correct information is requested to allow proper questions are entered so the information is relevant to assess the suitability of the candidate for shortlisting.



· Shortlisting should be done objectively, to most effectively identify the candidates who best meet the organisation’s requirements for the role, it is important that candidates are shortlisted by reference to the criteria contracted in the proposed job description and a scoring system is maintained to allow the organisation to differentiate between the candidates who may demonstrate a similar level of experience and expertise. By following this process, it will be transparent should anyone appeal or wish for clarity on any of the outcomes.



· When interviewing the potential candidates the interviewers should be mindful to prepare the questions in-line with the job description and advertisement. The questions should be the same for each candidate. A detailed record of the answers from each candidate should be kept showing the extent to which each applicant demonstrated that they met the requirements of the role;

		

· Every individual is treated with respect and dignity by their peers and other members of the organisation. To take steps to discourage misbehaviour and encourage behaving ethically. To ensure your organisation enforces ethical behaviour in the workplace an organisation could post clear guidelines that define the type of behaviour you would expect. Outline potential punishments for unethical behaviour - these however would be as a last resort;



· Understanding individuals needs and fulfilling them wherever possible;



· To ensure that staff’s talent is being used and utilised, that staff are not being wasted;



· To understand that staff also have goals, as well as the organisation and to help staff to develop those goals whenever possible;



· To implement and maintain compliance to create ethical business environment







iv) What are the benefits of clear recruitment process?



When an organisation has a clear recruitment process, it shows it is professional - this is the first impression a potential new employer will see of your organisation and will use this as a standard measure for your organisation. Word of mouth can make quite an impression not only to potential employees, but to potential customers, by ensuring the recruitment process is as professional as possible will send a positive image to your customers, peers and competitors who will view your organisation as an efficient business.



By having a clear recruitment process will save the organisation time, will be cost effective and will aid in attracting the right candidates to apply for the vacancies. This will save money as it is expensive to hire and train new employees, so when an organisation is recruiting, it needs to make sure  they are making the right choices. Obviously there is no guarantee that the choice is the right one despite the amount of effort that is put into the process, but it can help minimising any risks as much as possible.



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 a suitable candidate more efficient.



If there is a thorough and an organised process is followed the organisation will potentially find the correct candidate to suit the role and be a great asset to it. Recruitment and selection also has an important role to play in ensuring worker performance and positive organisational outcomes. It is often claimed that selection of works occurs not just to replace departing employees or add to a workforce, but rather aims to put in place workers who can perform as a high level and demonstrate commitment (Balantyne, 2009).



A good recruitment process would 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 the organisations values, philosophy and goals.



















V. How many opportunities of staff development can you think of? Here are some ideas:

· Refresher training

· Providing materials for self-study



· Offer study time off - allowing a set amount of days to study courses that are relevant to the work you do, this can be written within a policy to allow no ambiguity

· Job assignments - offering rotation around the company for staff to obtain a wider knowledge and understanding of other departments. 

· Increased duties and responsibilities - this would be discussed, recognised and agreed at the regular appraisal. By offering a member of staff more duties and responsibilities, you are recognising the staff’s capabilities and giving them the chance to perform extra tasks. This could come in the way of a short-term project or a responsibility added to an existing job they are currently working on. Something that is slightly challenging and stretches staff.

· Participation in professional organisations - giving your staff the chance to attend and be involved in various meetings, conferences and workshops sponsored by other organisations

· Improving staffs job performance - this would include keeping up with technology, systems and processes and improving upon their existing skills

· Developmental relationships - learning through working with and for other departments or other members of staff. By interacting with other peers and team members this will give the staff experience of working in different ways



2. Is there a need for human resource management specialists and if so what should their role be? How is this role evolving?



I feel there is a need for human resource management specialists; they provide an invaluable support with so many areas of people management including the following:



· Cost savings

By implementing an HR strategy that can support business goals and its objectives will help to make a business run more efficient through the planned use of human resources.  Another example can be to introduce sickness absence management controls, the cost of sickness can be reduced which can be a huge expense to a business if allowed to get out of hand. According to a HR magazine, staff sick days are costing UK employers about £29 billion a year, this is a huge problem which can be curtailed by introducing effective sickness absence management controls







· Managing performance

Business performance can be improved by the implementation of a united performance management system ie company-wide appraisal system.  A regular appraisal and 1:1 meetings with employees can give staff (managers included) an opportunity to work towards common goals; help fulfil personal goals and personal objectives.  Performance management can also be about managing poor performance through a process where poor performers are either supported to improve or are performance managed out of the business with capability being a fair reason for dismissal.  HR can work with management to ensure that either of these processes are correctly implemented;



· Provide guidance with employment legislation

Employment legislation is changing constantly and it is hard to keep up with the ever evolving employment laws the government introduce. However, it is the role of HR to stay up to date so that they can provide credible, practical advice to those they support (managers and employees alike).  HR should ensure that internal HR policies and employee handbooks are kept up to date, they are well communicated to the workforce and training is provided to managers in their operation;



· Help companies manage their staff fairly

It is understandable that when the job just needs to be done, it can be hard for managers to recognise the need to treat their people fairly.  With HR guidance their obligation in this respect can be recognised.  A good manager will get the best out of their staff and that should be completely normal to which all managers should work.  HR can provide much needed support when a manager is struggling with a particular employee problem;



· Help avoid employment tribunals

Should a situation start becoming out of control HR can be there to help soothe the situation or can act as a mediator.  If they don't have mediation skills they often have specialist contacts in this area and can organise this meeting to take place;



· Training & development

The development of skills is important for any company's success and growth.  HR can help support training and development initiatives by assisting with a company-wide skills analysis, developing and help with coordinating training plans, delivering appropriate workshops or bringing in external training 





consultants where appropriate.  HR can work with management to ensure that training and development is both cost and time effective and helps them recognise the value that training brings. By supporting managers set up the training and development of employees, may ensure the training takes place as this can often take a back seat due to other priorities, therefore, HR’s assistance with this is paramount to ensuring development of staff takes place within the organisation.



· Recruitment

HR can provide support with recruitment processes whilst ensuring that equal opportunities employment legislation is adhered to.  HR can work with managers to ensure the following:

· draft adverts

· identify an appropriate advertising medium

· develop job descriptions

· undertake shortlisting

· develop interview processes and questions

· organise assessment days

· set up ability tests and take part in interviews

· provide all the essential supporting paperwork



By helping with the above, will ensure the process is professional, effective and efficient, hopefully assisting with recruiting good quality staff.



· Help with change ie migration/merge

Should an organisation need to re-structure to improve efficiency, HR can work with senior management to develop a new reporting structure and with new job descriptions to provide strategic support.  



HR can take part in consultations with employees affected by the re-structure, they can be the member of the organisational development who is impartial to the new changes.



HR can advise on redundancy and TUPE implications where appropriate.  HR can also assist with minor changes in the workplace such as a change to terms and conditions which require consultation and agreement from employees. Working with managers they can ensure the correct legal procedure is undertaken.











· Help with reward

Rewarding staff fairly is highly important to help with employee retention; staff will leave the organisation if they feel de-valued.  Financial reward is important for many people; however, this is not always practical for an organisation to offer, therefore other rewards can help with retention ie staff training or recognition of hard work.



Many companies try to run without the aid of an HR Manager or any form of HR support at all. This could be due to the lack of understanding of the work the HR department carries out. 



Because of the constant increase in employment law, I feel the role will evolve and will become recognised as an indispensable support to an organisation to help it run professionally, efficiently and effectively.  



Case Study



Tony works in Big Star, city hotel. He is a full time employee and has been working there for the last 3 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?

The statement suggests that Tony’s motivation is currently very low. It gives the impression that he has not moved forward since joining the Hotel 3 years ago and feels very de-valued.



If the company had an HR department, regular appraisals and supervisions would have taken place and issues such as working weekends would have been discussed and ocvered. Also HR would have written company working policies, which layout the correct course of action to take and to give clear guidance to both staff and managers. 



Tony feels that his pay is poor; HR can help with other incentives and offer guidance and ideas to help motivate and with retention issues should the organisation not have the resources to do this with money.



2. Identify and explain two possible ways of how Tony’s motivation could be improved.



Personal Development: Should the hotel not be in a position to offer more money as an incentive to help motivate Tony due to lack of resources, there are other ways to help make him feel motivated and valued. These ideas should be discussed at 







regular, positive supervision/appraisals; discussions should take place to discuss and agree how Tony can develop his skills and knowledge to help improve his chances of promotion and development, maybe offer some relevant in-house training, shadowing of other staff members. 



Support with changing Tony’s role: Tony could read the policy HR has produced around weekend working, if he feels that he is working an unfair amount of weekends, HR can help to implement any changes with Tony’s contract to ensure that both the manager and Tony is happy with the new arrangement and that it is fair for both parties and for other members of staff. 



HR can not only offer Tony support with enhancing his working conditions, but can offer his Manager support by giving them knowledge of ways they can offer their staff incentives and help to develop them. 



Quite often the Manager is so busy getting the day to day work done, staff members recognition and motivation is often not prioritised. Having a high turn-over of staff, actually costs the organisation a lot of time and money, therefore it is more efficient to retain and help to motivate current staff.
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