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Question # 1

1.1. The human resource department (HRD) deals in a systematic formal way with the employee related issues in an organization like: 
a. Staffing & hiring: if the need arises in a company for a new staff or talent or upgrading the current employees to a higher position then the HRD starts putting the job description and start searching for the qualified personnel to fulfil the required position. also it receives the resumes from the candidate and arrange for the interviews, and if any candidate been approved then its duties to prepare the contracts. 
b.  Training: to increase the knowledge and skills of the staff this department duty to start working training and development programs and make sure that the goals of the programs been achieved. by these programs an organization can increase its human capital. 
c.  Evaluation: it’s important to evaluate the job been done by each team and by choosing the team members to make sure they work in a harmony to achieve the goals. 


1.2. HRM objectives 
a.   Help the organizations to know its objectives: HRM works directly on humans, who are the main motor for an organization so by choosing the right person and locate him/her in the right position will lead to a good understanding of the organization objectives and achieve it. 
b. Understand the need of the employees to get the best results out of them, showing them respect and equity to make them satisfied.
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c. Make sure each employee fulfills its position, and this guarantees the best for the organization, for example if a high GPA business management graduate misses the good communication skills so it’s better to not hire him in the sales department as his smartness can be used in another department like administration. 
d. Make sure that all employees are working under one umbrella which is the organization and its final benefit not the personal benefit. 
e. Keep an open eye on the skills market and monitoring the new talents to take advantage of it when the need arises. like monitoring new talents in engineering if the organization has an industrial arm. 
f. Quality control on the employees work which guarantees a long life spam for the work like: the relationship created between the sales department and the customers it should be monitors to make sure that sales people are working upon the slandered of the organization. 
g. Social responsibilities toward both the employees and the community. 
Employees: should be treated in an ethical way that guarantees their human rights.
Community: by building a good relationship with them and support them on a different occasion, for example the HR manager has to send some gifts for the heads of the local communities in the rural areas on different occasions. 
h. Train the staff and the newly recruited staff to improve their skills and increase their knowledge. Create training programs with the cooperation with external parties to make sure their staff are up to date with all new skills that’s needed for both the present and the future. 
One of these programs is the first aid program that all industrial organizations should do. 
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i. Make sure that staff are working on a clean and friendly environment, as all the staff an organization has to consider other staff as the 2ed family. 

1.3 HRM ethics: 
          a. Commitment to use the high slandered of the HRM toward the                 organization.
          b. Staff and worker’s fairness and equity. all the staff should have the same rights and all of them should follow the same rules and the HRM should guarantee that. This responsibility toward the employee.  
         c.  Maintain and protect the benefit of the organization and stockholders as a priority, like negotiating the overtime hours with the workers in the benefit of the company. this responsibility toward the company  
        d.   Make sure to deliver the right information to the staff in a professional way to guarantee the staff rights according to the law. this responsibility toward the employees. 
        e.  Act as role model for individuals to reflect professionalism and high standards. 

1.4 The recruitment process in both types the internal and external should follow the right procedure starting by filling the forms and submitting the resumes then the interviews which may also go into several stages with several departments especially when the needed candidate is an engineer and if this procedure been followed in the right way it will have a lot of benefits like: 
        a. Allows the company to have variety of resumes and open the door widely for them to choose the right candidate. 
        b. It shows the integrity of the organization by giving equal opportunities for all applicants. 
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d. It shows fairness between the employees for any opportunity for an internal movement or upgrade. 
e. The clear process will reflect a good result on the organization productivity, and will guarantee the quality of the service or the product of this organization 
f. It will show the professionalism of the HRM department which is part of a professional organization that works on a high standard  

1.5   each organization has to work on its staff development to make sure they follow the high slandered values also it will help in catching up the market and follow all new technologies. 
As an example of that, 10 years ago the Jordanian government took a decision to upgrade the public school teachers and it became mandatory to have a computer skill if the teachers wants to remain in their jobs, so they built training centers nationwide and started the ICDL (international computer driving license) program. 

This is considered as a big opportunity for the staff to be developed and there are several ways to for development like: 
a.  Communication skills training program 
b. Computer and language skills program.
c. Sales and managerial training  
d. Telemarketing training program. 
e. Higher education scholarships.
f. international training trips for technicians.
g. Membership in an international technical magazine like IEEE. 
h. Visiting and participating in trade and new technological fairs. 
i. Online and self-study support. 
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Question #2: 
Each successful organization either a service provider or product manufacturer should consist of several departments like (administration, sales, procurement, accounting and human resources). Number of departments varies depends on the type and nature of the business, work volume, number of employees and other different aspects. 

In some organizations that doesn’t require a big number of employees may not need a HR specialist even if the annual turnover is high for example: Tower supply & technology company is a trading and supply company that source materials locally and import it for the telecomm infra structure contracting companies in Nigeria. This company turnover exceeds the 3 million USD per annum and it has only 4 staff: 
a. General manager: who handle (sales, public relations), beside his duties as a GM.
b. Accountant.
c. Procurement officer. 
d. Logistics officer. 
In this company the need for a HR specialist is not necessary because the number of staff is 4 and can be controlled by the GM, add to that all logistics are out sourced. 

In other bigger organizations like Rider steel industries who has more than 192 employee distributed on the company different departments, the need for HR specialist is a must, to make sure that the organization will achieve its objectives, and compete in the challenging market.        
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The HR specialist plays a big role in the organization some of it are listed below: 
1. Safety rules and hand books to be prepared and submitted to all the staff, make sure they receive it and understand it. 
2. Immigration relations to issue the work permit and visas. 
3. Issue reference letters for the staff. 
4. Recruiting new staff and upgrading the old staff to join another teams or get another positions. 
5. Prepare job descriptions and arrange for interviews upon the request on the top management. 
6. Monitor the workers and teams general work to make sure they will achieve their goals. 
7. Social responsibility toward both the community and the workers. 
8. Discuss the health insurance issues and make sure that workers and their families are insured. 
9. Play as a communication link between workers and the management. 
10. Make sure that the organization objectives are clear to the staff to help them achieve the goals. 
11. Arrange for training and development programs.

The HR manager role never ends and by default it has to develop from time to time as in the mean time we have a specialized company to handle part of the HRM work like the recruiting firms spread worldwide to find the perfect candidates and its considered as a huge business. 
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Case study: 

1. It seems that Tony is unhappy in his work but he has to work for a reason or another as he is working in the hotel for almost 3 years. Two main reasons make him unhappy: 
a. Salary: it looks like that salaries are low, and the only way to sort out this issue by increasing the salaries to make sure that staff are comfortable by their earning, which is the main point behind each work, and the first point that candidates are looking for in the contracts. 
The HR manager should work on different aspects to bring back motivation for the workers: 
· Provide training and development programs to try to add value to the hotel workers which will increase the staff productivity an encourage more clients to come, which will increase the profits of the hotel and this will encourage the Top management to increase the staff salaries. 
· Evaluate the workers job and compare it to the local market salaries and make sure it has to be in the same range if not even above to encourage more talents to join the hotel team.  
b. Work on the weekends: workers are complaining form the long working hours and sometimes they have to work on the weekends and the HR manager role comes in: 
· Increase the number of staff to make sure they are working on shifts and each one of them works for only 40 hours a week as a full time job.
· Work on the overtime system to make sure that staff are comfortable even if they had to work for more hours and on weekends. 
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2. Tony can be motivated in several ways like: 
a. Training and development: sometimes we have to sacrifice the low salaries we gain compared to the experience we gain, as it’s not always should be calculated by how much we gain at the end of the month. working for a reputable organization opens the door for a bigger job opportunity. so I think self-development will be a huge motivation for Tony to proceed in his work and increase the knowledge that he has. this will allow him to be upgraded in the same organization or get a better opportunity in another organization, but as HR manger has to keep monitoring such cases to make sure this self-development will not lead to leave the job for another one, so it’s necessary to direct it this development to the benefit of the organization. 
b. Give him a full board vacation in the hotel on the weekend on a regular passes and if there are a good facility in the hotel they should allow the employees to use it for free in the low seasons and from time to time. 
By this the workers will fell as a guest not a host and should be treated like that, this will allow him to see the hotel from a different angle which at the end will lead to the hotel benefit. 
For example: if he ordered new towels from the house keeping department and it took them 15min to bring, he will report immediately to the house keeping department about the delay and they will start finding solutions to decrease this period of time. the same will happen when he uses the other facilities like the restaurants, gym and swimming pool.  
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