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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. 
	Please insert your completed assignment ( in word format)  here:


1. What does Human Resource Department do?	6
2. Outline the objectives of Human Resource Management in an organization.	6
3. What are the benefits of clear recruitment process?	5
4. Outline the ethics of HRM as relating to the organization and the individual employee. 6
5. What is the relationship between personal effectiveness and people management? 7
Question 1. 

Human resources deal with the people at work and their relationship with the organisation and to use their resources effectively also to assist people to reach their highest potential.
Human resources provide services to the following.
· Training and development / Appraisal/to help progress staff’s knowledge and improve their skills.
· Recruitment /and selection to find the best qualified and suited for the organisation.
· Wages/make sure they are fair.
· Absent management / keeping a record of lateness /appointments/sickness.
· Disciplinary’s and grievances/dealing with disputes and gross misconduct.
· Union/Labour Relations
· Employee Assistance
· Management Assistance
· Record keeping
· Personal research
· Contract of employment
· Health and safety in the work place 
· Job description/ this will include the skills and experience needed to perform the job. Job description will set out work duties and activities that the employees will be expected to perform.
· Motivation and incentives 
· Planning/To help the company achieve their goals by researching number and type of employees that may be needed. Planning requires information being collected to be analysed for forecasting of human resource supplies that may be needed.   





Question 2.

The objectives of human resources in an organisation are as followed and fall into four main categories. Human resources like to create a fair /efficient /organised /good working atmosphere and provide opportunities to progress for the workforce and management and to provide the right facilities in an organisational environment.

Societal 

To contribute to achieving organisational goals by guaranteeing the availability of a competence workforce. They will also include fair deals for workers/supply of quality goods /fair returns to investors. Failure to use their resources to assist in society may affect human resource decisions and limit laws of hiring and discrimination and safety.

Organisational

Organisational objectives are to understand the role of human resource management and how it can assist with the key objectives of the organisation. Human resources must adapt to suit the organisation it serves. This would include duties such as planning / employee relations / selection process / training and development for employees and management /
Assessments and appraisals.
Personal

Personal objectives contribute to employees achieving their personal work goals which contribute to the success of an organisation. It is important that the employee’s personal objectives are met to keep their motivation. 

Functional

Functional objectives are to make sure that the organisation have what they need to succeed. Human resources can make changes to suit the needs and demands of an organisation.



Question 3.

Clear recruitment is about a process of attracting hiring and interviewing the best candidate with the right qualifications for a specific position that is most suited and needed in an organisation. This would be the task for HR management to put the candidates forward to managers as the best hiring option this would involve a lot of planning and recruiting by HRM before selection and assisting managers to decide who to reject or select for the job. 






Question 4.

The HRM ethics in an organisation is about the decisions and actions they make. HRM should always engage in activities that improve an organisations reputation.
HRM must always maintain a high standard of   leadership. They must be honest and make sure they show a knowledge and understanding of the situation and make the right decision in all situations. HRM must show a high level of ability and efficiency and work to strengthen their ability. HRM must make the right decisions and provide fairness and justice to everyone in an organisation from employees to managers. People who have interest in an organisation that can affect or be effected must feel that HRM people are trustworthy and that their interest in the organisation is protected. HR people must always protect the rights of individuals such as employee’s private information. 


Question 5.

The relationship between personal effectiveness and people management is how HR represent, communicate and manage their self’s and how they work and influence others in their working relationships. HR should assist and help staff and management improve their performance and boost their morals supporting employees across the organisation in each department. This will help improve their work and production and boost morale within the organisation.  HR should make good use of their resources to achieve organisational goals. Making sure staff are happy is vital happy staff members are more hard working and loyal to their organisation. HR should give positive feedback to workers for jobs well done. Clear communication with employees for individual tasks is important as they need to understand what is needed to be done.  It is important to listen and make time for employees so they know they are valued. HR should trust employees to carry out tasks if employees feel like they are being backed to achieve by management there is an incentive to ensure a good job. HRM should be good mediators and resolve conflicts quickly and effectively for the sake of overall performance and productivity. HRM should be honest and open for employees to trust and have a good working relationship and believe in your judgment and to gain this HRM must set a good example in their role in leadership this can have a good effect on employees as they may want to strive and do better and achieve more.
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