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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. 
	1.1 What does a Human Resources department do?
 In the past the role of a Human Resources department was primarily seen as involving record keeping and work force maintenance, that is the hiring and firing of staff. Nowadays while Human Resources is still about the formal management of people, it is now seen as fundamental to the management of any company. The main responsibilities of a Human Resources department are the hiring, evaluation and training of staff. This responsibility also extends to the payment (compensation) of staff for the work they carry out, as well as the helping of staff to deal with any issues they may face at work.
 This in practice means that Human Resources deal with the decisions, principles and strategies around the management of employees. Human Resources also deal with any working relationships, which may either have a positive or negative impact on people’s abilities to carry out their work. Another area in which Human Resources deals is in making sure that all employees are satisfied with the environment and conditions in which they are employed, thus making for a positive employer:employee relationship and meaning that workers are likely to be more productive.
 Human Resources departments also make sure that the correct staff are hired and/or trained to allow a company to reach its goals. Human Resources has a criteria by which it can make sure of this. Firstly, it looks at the value employees (prospective or current) add to a company. Next, Human Resources will look at the rarity of an employees skills and knowledge, as having an employee with skills and knowledge which your competitors may not have will give your organisation an advantage. Having a workforce which can work well together can also give you an advantage over your competitors. Helping the workforce to co-operate is also something a Human Resources department can do with the support of senior management.
 In conclusion, a Human Resources department is instrumental in making sure that an organisation reaches its goals by making sure that the right staff are hired, that their training is kept up to date and that the staff are compensated well, so that they will be retained by the organisation.
1.2 Underline the objectives of Human Resources Management in an organisation
 The first thing to say about Human Resources Management objectives is that they should be developed in such a way as to help the organisation achieve its specific goals and objectives. There are some universal objectives within Human Resources Management. The primary one of these is to provide an organisation with a well motivated workforce which is more capable of achieving organisational objectives. This is achieved in a number of ways, firstly by making sure that all are paid fairly, but takes in to account such things as prestige and status, and that all are provided with incentives and benefits. Having well motivated staff can also be achieved by making sure that the working conditions and workplace functions are of a very good standard, this also increases employee stability.
 The societal objectives of Human Resources Management covers areas such as the legal requirements of employing people, the benefits that are provided to the workforce and the relationship between management and the union. To meet this objective Human Resources Management need to make sure that all workers are getting a fair deal, that the best quality goods are supplied to customers and that investors receive a good return. If an organisation does not meet this objective it may have a negative impact which may affect Human Resource decisions.
 Organisational objectives cover such areas as Human Resource planning, selection and placement, when first looking at hiring new staff. In the retention of staff these objectives cover areas such as employee relations, training and development, appraisals and assessments. These objectives should recognise how Human Resource Management can help organisations to be more effective. 
 The functional objectives of Human Resource Management look at such areas as the appraisal, placement and assessment of staff; to again help them work to the best of their abilities, therefore, again, ensuring that the organisation has a competent workforce. There should be a set of functional objectives for every department, which is reviewed and modified to allow them to meet organisational goals.
 Human Resource Management personal objectives cover such areas as training and development, appraisals, placements and assessments. These objectives help employees to achieve their goals, therefore helping with the success of the company. Personal objectives also help to retain and motivate staff. If these objectives fail it may lead to employee dissatisfaction and poor performance, in turn leading to a high staff turnover.

1.3 What are the benefits of a clear recruitment process?
 A good recruitment process is very important for any organisation. How a Human Resources department carries out the recruitment process can impact on how the organisation is viewed by prospective/new employees, current employees, customers and competitors. Having a clear process can also help the Human Resources department to get the right kind of employee with the skills, knowledge and abilities required for the position.
 The recruitment process should be carried out carefully from start to finish, as this will make sure that an organisation is getting the right candidates for the position and that they will fit in well with the organisation. A carefully planned out recruitment process is also necessary as it costs a lot to hire and train new employees. Even if a Human Resources department carries out the recruitment process as carefully as possible there is still no guarantee that the choice will work, but at least the organisation will know that it has done it’s best to minimise risk while maximising potential.
 A clear recruitment process will evaluate the skills necessary for the position. This can be done by talking to employees who are or who have done the job, to get an idea of the skills they believe are necessary to carry out the role. The main items Human Resources have to look at include such areas as; the knowledge needed in order to undertake the job, the skills which can either be learnt on the job or for which training can be given and finally the abilities which will be used for the job. Looking at all of the above areas can make sure that the right person is employed.
There are of course benefits to having a good recruitment process. The first of these is that your search will be more effective and streamlined, as less time will be spent on interviewing, hiring and training. A well thought through recruitment process also gives a professional image of the organisation to customers and competitors. By following an organised path the right candidate can be found for a position who will prove to be a great asset to the organisation.

1.4 Outline the ethics of Human Resource Management as relating to the organisation and the individual employee
 Human Resources are in a position to help with the day to day decisions making within a business. This means that Human Resources can make sure that ethics are encouraged. Encouraging ethics means that Human Resources staff may need to challenge the values, priorities and assumptions held by an individual. Human Resources can help with the achieving of the organisations common objectives, through an ethics programme.
 Ethics programmes should contain policies, codes, training and support, all encouraged by a nurturing open culture. Applying these ethical values of fairness, honesty, openness and integrity to the behaviour of an organisation provides positive outcomes for both the organisation and its employees. Having a good ethical programme means that an organisation is more likely to have high staff moral and therefore increases performance. An organisation with a quality ethics programme is also likely to have a good reputation amongst its customers. Mishandling of an ethics programme can ruin the reputation of an organisation. Ethical programmes work well if the organisation has a decision making process which is based on principles. Having these processed based principles also means that employees feel better able to deal with ethical dilemmas.
 Human Resources staff need to uphold ethical standards through positive leadership. They need to be able to do this by having the courage to overcome conflict between professional and organisational ethics. Upholding these standards can also be done when Human Resources communicates to all employees, what the required standards are. Human Resources should also be a force for motivating employees to do the right thing, by being a main point of contact. To this point Human Resources departments should be a vital part of implementing ethics programmes and in making sure that they are regularly reviewed. Human Resources need to also help monitor how well the ethics programmes are being carried out. Human Resources staff should understand the governance of an organisation as this allows them to enable transparency, meaning that employees have the confidence to raise concerns.

1.5 What is the relationship between personal effectiveness and people management?
 The main relationship between personal effectiveness and people management is that the more positive the people management the more effective a workforce is likely to be. People management looks at what is needed from employees to help an organisation achieve its objectives. In order to achieve this, a good management system should make sure that all in an organisation knows what is needed to ensure that objectives are achieved and that individual targets are linked to this. The progress of these targets should be regularly reviewed to identify training and development needs and evaluate how well the process is working and to identify any improvements or changes which need to be made.
 Which people management system an organisation uses should be lead by what motivates its employees to perform to the best of their ability. Currently most people management systems fall under the normative approach; this is where employees are encouraged to work harder in order to achieve organisational goals. Human Resources is vital to an organisations understanding of the application of a people management system, and should therefore show an organisation how important positive people management is in helping employees to be more effective. In order to produce a useful people management system Human Resources must consider what best motivates the employees of the organisation and how performance indicators can be measured.
 When setting objectives which can aid personal effectiveness, Human Resources will often use the acronym S.M.A.R.T. This means that objectives should be SPECIFIC to the role being done, MEASURABLE by what is know, how it is known and why it is known, AGREED by employees and organisation, REALISTIC in what it expects to be achieved and TIME BOUND, in the fact that there needs to be a time scale in which targets should be achieved.
 With any form of personal management the outcomes of any appraisals should be made clear to all employees. Employees should be involved in the designing of the people management systems, which should cover all aspects of the organisation. An effective people management system should provide a view of past, present and future performance.
 There are some issues surrounding personal effectiveness and people management. The main issue can be with line managers, who may not have the skills to best help motivate their workforce. Line managers are in quite a conflicting position because not only are they there to make sure staff work effectively enough to achieve organisational objectives, but they are also there to help employees work to the best of their abilities.
 In conclusion, how effective a workforce is, depends upon effective people management. The effective management of people is about making sure that what motivates them is understood and used to set achievable outcomes. Problems can occur if those carrying out appraisals are not aware of how to best motivate. H   
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