[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Nicola Burgess

	Student Number:
	2925

	Course:
	Diploma in Business Administration

	Assignment NO:
	3



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. 
	Nicola Burgess
Student No. 2925
Diploma in Business Administration
Assignment No. 3
Page 1 of 2

Q.1.

i. Human resource department is a department that deals with workers issues, such as training, career planning, compensation functions, job evaluation, wages, and bonuses.  HR is the department who hires, and fire staff.  They keep track of holiday leave, and sick leave, as well as employee benefits like health insurance and pension.  HR also co-ordinates training of staff in house, and employee performance reviews.  They also have to deal with employee complaints and dispute resolution, as well as personal issues.  It is up to HR to keep track of laws relating to tax.  Auditing and reports are also HR responsibility as well as safety inspections.  HR also acts as “middle man” between employees and management.  

ii. The objectives of HR management in an organization are pre-determined goals, they are influenced by organizational objectives, and individual and social goals, all set out to help the business reach its maximum goal.   They must employ the right staff for the job, making sure they are trained efficiently for their position. HR has the responsibility to acquire, develop, utilize and maintain employees.  They help employees achieve their personal goals by offering extra training, to motivate them.  HR must make sure legal, ethical and social issues are properly dealt with. 

iii. The ethics of HRM relating to the organization and the individual employee are:  the treatment of employees showing decency and respect towards their religion, organizational culture and legal obligations.  Affirmative moral obligations of the employer towards the employee, maintaining equality.  Basic human rights, civil and employment, safety at work, privacy.  HRM must employ on the grounds of the person can do the job whether black / white, male / female.  Equal opportunities to be given to every employee.  

iv. The benefits of clear recruitment process are you will attract the right kind of employees, with the correct skills and knowledge that you want to work in your business.  Effective recruitment reduces high turnover of staff in the business.  The candidate can be confident it is a genuine job offer, and their efforts will not be in vain by writing accurate position descriptions.  There must be no discriminatory behavior, (age, sex, religion, etc.)  at any stage of the recruitment process.  Requiring transparent procedures at every step, and informing candidates of the status of their application, and notifying them if unsuccessful. 

v. Ideas for staff development are:

Internal courses, training, seminars
Free online courses
Staff development funding / tuition reimbursement
Secondments to different departments
Skills training provided in house
Coaching and mentoring
Creating employee career plans 


Q.2.

There is a need for HR specialists, as they are the department who oversee employee satisfaction and productivity, ensuring the workplace runs efficiently.  Their job is so very versatile that it needs an individual department of specialists to oversee all the necessary aspects.  Their role is to make sure that staffs are “looked after” in their job, that they are paid on time, and kept up to date on staffing issues.  The job of HR has to be up to date with all aspects of employing staff.  They need to know about insurance and tax changes as soon as they occur.  The role of HR is becoming so much more than it used to be, as there are more complex issues relating to hiring and firing staff, policies and procedures, and especially health and safety of staff.


Case Study

1. The statement suggests that tony is snot motivated at all in his job.  He probably only stays there because he is worried he wont be able to get another job.  Motivation is the force that converts intention into action.  It’s the drive that helps maintain goal directed performance.  Tony is not given any incentives to help motivate him, so he will probably only do the minimum work needed to avoid being fired.
2. Tony’s motivation could be improved by giving him a pay increase, or offering some kind of bonus scheme, or an added benefit to his low wage (i.e. discount for groceries, etc.)  Another way to motivate Tony would be to offer him promotion, or added responsibility, something to show him that he is recognized as a valued, and long serving employee. 
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