

What the human resource department do
The human resource department are responsible for hiring and recruiting employees to discuss job openings, post adverts, Safety, maintaining employee well-being such as screening, interviewing, placing workers in employment work force and dismissing employees when necessary. The department can also handle many other tasks this may also include employee relations which can relate directly to employment issues such as payroll, benefits, training, insurance, taxes, evaluating and compensation of employees that is responsible for facing staff in their working capacity within an organisation by staying up to date on legal issues which may affect employment.
Human resources also need to put additional data on their payroll system for  new starting employees which would include contract changes, leavers, timesheets, annual leave, sickness leave, bonuses, night shifts, overtime, weekend shifts, salaries and additional employee benefits for when the payroll is done human resources would then prepare payments for salaries and additional documents for local authorities when an employee leaves the human resources department conducts exit interviews to access the employee’s reason for leaving in order to create a retention policies which is why important to keep up to date with every document or data that arrives in.
Human Resource department can also tend to focus on a single areas and tasks to strategies a plan that can lead to consult with employees to identify needs and preferred qualifications, Interview applicants about their experience, education and skills, Inform applicants about job details such as benefits and conditions of employment organisation, Contacting references and to perform background checks from previous employment and also to conduct new employee orientations to hire and refer qualified candidates to an organization. 

[bookmark: _GoBack]Objectives of human resource management in an organization
Human Resource managers plan and coordinate the workforce to the best of employee’s talents that can resolve issues between management and employees by advising managers on equal employment opportunity to develop supervise the workforce of specialist and staff or to oversee recruitment and hiring process. The importance of human resource management is to provide a respectful environment for each employee to avoid the result of the organizational crisis by focusing on developing good working relationships towards workers and managers. 
Human resource management undertakes a health and safety policy procedure within the work placement by the act of sexual harassment, discrimination or any other type of issues in the workforce that would be taken into account as part of the procedures for an employee’s well fare security among all other individuals within the organization. They provides a favourable environment for employees to help motivate and develop in the human resource department which would give people working in the organization to work creatively to help them to develop their creative knowledge, ability’s and skills in order to achieve their goals within the organization. They also ensure that the effective utilization of resources is taught on how to utilize human and non-human resources in an efficient manner this would help develop the personality of the employees for the management to provide an organizes a training and development campaigns which would benefit an opportunity for employees to enhance their calibre to work.
Human resource management also focuses on the gaps between individual employment skills matching their goals and organizational goal resulting into a good harmony within a work place by matching and leading individuals that are willing to perform well with in a company to succeed the skills, goals and objectives. This is to ensure that human resources will have offered the working conditions about the company and has match and the right individual to a good working atmosphere and employment stability for their needs by providing a series of facilities and opportunities to the employees for their career development leading to a job satisfaction and commitment so employees feel satisfied with their work performance.

Benefits of a clear recruitment process
1. Form a selection committee to decide who you want to be making the hiring decisions.

2. Write a job description to attract candidates that can be eye catching with more details such as the job title, department/organization, who the role reports to, responsibilities and expectations, goals/objectives, opportunity for progression/promotion, require qualification, education and training, skills, location/travel requirements, salary/benefits and company culture and identity.

3. Post job advert in one or more places for more chance of finding the perfect candidate to make sure all applicants arrive in one location for the job advert. This could also be done through via - 

· Company website to show a careers page or if not.
· Social media posting job vacancy details to social media platforms e.g. Facebook, Twitter, LinkedIn and any other media events for people to think about their next career move.
· Dedicated to job websites to connect with job seekers with employers like Indeed, Reed, Monster, CV library and Total jobs sites.
· Job ad board posting on places like Gumtree and free ads.
· Government Job Centre by advertising online or local Job Centre’s signing up to the government’s job match service to help connect with people who are currently receiving government help to find employment.  

4. Create a shortlist system by reviewing applications and giving applicants a score based to see if they have met the criteria set out on the job description advert and invited for an interview if they might be suitable for the vacancy.

5. Make a preferred selection and a backup system once you have the final shortlisted candidates compare the all the scores to decide which applicant would be best fit for the role that added into the preferred selection system however it’s always important to have the backup system in case the best applicant pulls out of the role then the next candidate would then be available to fit the role.  

6. Check references and qualifications from the preferred selection system applicants background before offering the position to the candidates.  

7. Send a formal job offer message once the employee accepts the position offered then to inform all the other applicants that were shortlisted or not shortlisted that their application has been unsuccessful due to the process and by keeping them on the filing system for any future positions.














Human resource management specialists role be and how its evolves

Company owners hire human resource specialists depending on the size of the organization firm built on the staff employed within the company. Human resource management specialist help to manage by utilizing their skills within a company to hire employees which would benefit to job positons which is a key factor for the independent management and human resources process with full responsibility for the design, development and improvement of the human resource policies and procedures.

The human resource management specialist role is responsible for focusing on a number of clerical and administrative tasks and employment gaps for the development of human resources processes such as:

1. Creating adverts by advertising job openings on social media or jobsites to attract candidates to recruit.

2. Interviewing candidates to ensure they recruit the right possible applicant for the position which can have a positive impact to improve their satisfaction for the job positon available.

3. Perform background and reference checks.

4. Overview employee relations to suggest what the company can do to increase productivity that brings in new employees.

5. Recording personnel records including employee’s addresses, compensation, absences, wellness, Leave, training and keeping track of employee’s payroll and benefits in order.

6. Conduct a workshop training sessions for presentations to ensure workers understand what the policies, job duties, responsibilities, work conditions, equipment and career growth tied to the employment laws. 

7. Explain about the Health and safety procedures, laws and standards to new starting staff.

8. Accepting feedback from the employer and employees to create a more effective workplace.

9. Solve and handle employee issues, concerns and problems.

10. Keeping up to date to ensure new hire paperwork is completed and processed to improve company policies.

11. Observe and assess individual employee’s and manager’s on their performances or when conducting interviews with applicants by coming up with a solution to build teams more effectively with support.

12. Find and build new relationships with new clients and organizations in local or variety of areas by finding a solution for the client’s needs.

13. Work alongside the HR Director during a hiring process to ensure the right candidate is being place into the right position.


Human resource specialist are very often rewarded with many advancement opportunities to evolve in a company by showing the director of the organization that the specialists are hired to provide the duties and responsibilities that they followed and proven their skills may lead to a promotion either a pay raise bonus, increase salary, extra holidays commission or progressing on by taking more responsibilities becoming the acting deputy or head of director role to run the whole organization firm.   





Ethics of HRM relating to the organization and an individual employee

The ethics within a human resource management organization are the value of employee’s treatment and wellnesses to distinguish between the right and wrong act. The ethical management contributes to the business goals for employees to feel motivated and to work well with the efficiency and effectiveness; ethics can also come across any obligations that indicate towards an employer and employees for equality and equity justice resolving any issues and concerns. There are also many other sources and areas of the ethics that could relate in an organization that can involve these examples.

· Religion
· Organizational culture
· Legal obligations
· Basic human rights, civil and employment rights like job security and feedback
· Safety in the workplace
· Privacy
· Treatment of employees such as equity and equal opportunity
· Race, Gender and Disability
· Respect fairness and honesty based in the workplace

Ethics
The human resource ethics develops and maintains a system that refers to rules and principles of conduct in any given culture, society or organization to guide individuals or groups in that tells people what behaviour is acceptably good or bad for what their decision making and responsibilities are that would represent for what they stand for. It’s also very important to treat employees fairly to reduce a number of workplace lawsuits. Ethics is also the society’s sense of the right away that applies to rules, principles and value on which is based on conduct and concepts so the human resource managers are to hire a candidate who would fit into the organization’s culture for showing truth, honesty, fairness and equity where they must be very efficient with their equal opportunities as well as the legal and hiring policies.  

Equal Opportunities
The human resource management must follow and monitor an organization hiring practices for equal employment opportunity rights to make sure there are no discrimination based on ethnicity, sexual orientation, race, religion and disability within the hiring process and also if a candidate was recommended in order to fill a post that would be unethical because it will remove other applicant that could may be more suitable and qualified for the post.

Employment Issues
This is an important factor to avoid any employment issues and dilemmas within the hiring process stage that could lead to:

· A candidate recommended by either a friend or relative
· Providing fake documents 
· Failed to provide the right skills and attitude 
· Applicants that lied about their education skills and working for a company that they weren’t employed.

Employee Discrimination 
Employee discrimination is a very important law policy for human resources within a company’s reputation and diversity to ensure that the organization remains to a compliant with anti-discrimination and harassment laws that could affect employees characteristics based on their race, gender, religion, age and disability which could lead to ethical issues and unfair employment policies in the workplace.
Gaining a reputation as an ethical employer can help to attract top talent in the industry from wide areas to seek employees and to find the best beneficial employment relationships as they can to keep a nice friendly workplace environment by avoiding any employees witnessing any unethical problems could either land to employee layoffs, damaging the company’s reputation or leading applicants to apply elsewhere. This also helps human resource representatives or professionals to develop training and awareness programs to prevent and avoid discrimination and harassment in the workplace these laws are to establish the procedures of inappropriate discriminatory behaviour.


Labour costs/Cash and Incentive plans
Human resources must cope with conflicting need to keep the labour costs as low as possible to deliver fair wages for their employees. They also select between outsourcing labour to countries with lower wages and difficult living conditions to pay competitive wages this is to avoid ethical public relations problems if the consumers object to using unpaid workers to save money. Human resource managers deal with a high level of basic salaries, percentage increase and to retain some employees to pay out incentives to the top management. This includes annual increments or executive perquisites for long term compensation and incentive plans that are drawn by the human resource managers in consultation with external consultant that can cause an ethical issue to put pressure on the management to favour a top executive interest over the interest of an another employee, investor or stakeholder. Also human resources has an ethical responsibility to make sure that benefits are offered to employees pay as intended by monitoring company managed benefits and insurance companies to make sure and avoid any financial problems that would short change employees pay checks. 

Privacy
Human resources representatives and personnel are involved in all employees’ privacy aspect relations including hiring, firing, compensation, benefits, leaves and all access to extremely sensitive information. Human resource management has an ethical obligation to keep all the information private matters and to maintain the confidentiality of an employee’s personal data though a company. This is to remain ethical so human resource management must abide with the job-related details and leave out private knowledge of an employee’s personal life. 
Employee’s personal life working for any organization maybe affected by other workers that could ask too many questions for the new individual that’s started employment regarding their situation which the individual may want to keep things private and does not want to be intruded or disturbed on the job which is the employer best interest to protect their employee’s in from any ethical discrimination and harassment in the organization. This may relate to the employees personal backgrounds like being religious, political, social beliefs, health conditions, money troubles, Living conditions, family issues or an unsociable life from previous employment.  

Safety
Human resources managers are responsible for identifying on all the potentially dangers, hazardous and safety concerns in the workplace and must act on any other potentially dangerous situations in the organization. Employee’s safety is a concern issue for human resource personnel’s department to ensure their employees do not harm themselves and others or if they suddenly suffered an accident at work within the company. Human resources must work to maintain safety standards and clean working conditions for employees based on occupational safety and health requirements and procedures.

Employee loyalty
Treating employees ethically can lead to a long-term employee trust and loyalty that can combined a range of benefits to managers and for employee’s gaining experience working alongside their employer’s performances allowing them to fully understand the inner workings of the company firm this can also increase and improves the effectiveness of employee’s productivity and efficiency over time. 

Law regulations and considerations
The law is a series of rules and regulations to protect people for their needs of justice that provides all with the rights and wrongs. Some may laws follow a strong connection of morality, ethics and values throughout businesses making sure that the company doesn’t unlawfully retaliate against any whistle-blowers behaviour for human resource policies and procedures that fits into the compliance policies developed by the legal departments comprehensive and the ethics programs in place to avoid any law discrimination and hostile-work environment issues within the company.  

HRM Ethics  
Human resources are responsible for the key systems and processes about how they can together with the ethics that can be given thorough and aligned on how the businesses is run properly. Human resources can help to integrate ethics into processes for the employer brand, recruitment, inductions, appraisal, retention, motivation, reward, diversity, coaching and training by working in partnership with those responsible for the ethical performance within their business. 


Human resources and the ethics function can work together to develop an employee incentives system for the organization to reward employees who demonstrate the right ethical behaviour towards their employer and co-workers. Staff surveys, appraisals and exit interviews can all provide valuable information on whether the company’s ethical values are embedded and monitored to provide ways to evaluate how the ethics programme is working to company standards. Developing a rewards system for ethical behaviour gives and encourages employee’s motivation by doing the right thing for the human resource professionals by supporting them in a workplace culture environment. They are also able to answer the interviewee’s questions to look after their employees interests this could include ethics issues such as questions and dilemmas at the interview stages of recruitment which allows human resources to ensure new employees are aware and expect from an organization. Questions on the ethics challenges and organizational culture in exit interviews can also provide useful information for monitoring the effectiveness of the ethics programme that gives human resources and the ethics function to identify what to ask to assess whether ethical behaviour concerns were the reason for an employee to leave their position in the business. 

Organization ethics
Company market systems could affect some businesses in the human resource ethics which the market conditions do not favour any employees and their occupations without any government or labour interventions in order to control the possible exploitations. The market system is neither an ethical or unethical institution for the employees and employers that are equally empowered to negotiate a plan to create a situation for both parties’ opinions. It is the ethics of human resources best interest to take care of the civil rights act in employment like discrimination, sexual harassment, compensation, union and labour laws, whistle blowing, health and safety and treatment of employees by setting up an ethic training programme to make sure all managers and professionals are fully aware of their expectations. 

Fairness and Justice
A human resource manager is ethically responsible for promoting and fostering fairness and justice for all employees and other workers in the organization to instruct with a set on rules, points and standards to follow within the company which includes.

· Companies must show value and support to all their employees.
· Treat people with dignity, respect and compassion to develop a trusting work environment free of harassment, intimidation and unlawful discrimination.
· Give employees equally the opportunities to develop their competency skills.
· Bring in a good atmosphere to employees so they would be committed towards their employment.
· Lay down the policies and procedures which will ensure equitable treatment to all staff.
· Streamline individual goals of an employee to help them achieve their organizational goals.
· Be fair and honest to all staff when keeping employee personal information or issues private and confidential.
· Hiring and terminations decisions must be made without regarding to any ethnicity such as race, gender, sexual preference or religious beliefs.
· Provide fair pay and benefits to all members within the organization.
· Delivery fair training programmes to help staff to gain knowledge and to be aware of any situation. 

Opportunities for new skills
Human resource department chooses and selects an individual who gets training or not which could run into ethical issues because training is a chance for a development opportunity of advancement and expanded opportunities for an individual employee. If some employees were left out of the training may cause an issue that they are not being given the equal opportunities in the workplace which is why human resources clarify certain business reason behind their training decisions so employees understand why specific individuals to receive training compared to others that don’t receive training.

Code of ethics
A code of ethics is a written statement from an organization’s values and principles to help guide company members in their decision making and responsibilities for those inside and outside of the organization. Codes of ethics can also be compliance based focused on preventing unwanted behaviour such as illegal acts, and integrity based its concerns with prohibiting conduct that’s illegal but also to encourage employees to engage in their right actions with company values.   



The relationship between personal effectiveness and people management

Personal effectiveness helps individuals build up their self-confidence that give them the thought and courage to develop the strengths through learning new skills and techniques to managed the individuals movement and learning growth to gain successful goals. Having self-confidence will help individual’s to get a better understanding of their learning capabilities by gaining a positive attitude and perform the right actions to achieve the right goals that will reach success. 

For an individual personal effectiveness it is important to set challenges by coming up with positive ideas which will give them the power to have self-control to themselves that will help develop their personal talent skills such as being reliable, take responsibilities, willing to learn, taking initiatives, and the ability to see different aspects and perspectives. Using all these personal qualities will help improve their personal performance which is the key to present themselves by focus on the nature of their own value and control to accomplish their goals they set towards working for a business organization. 

Personal effectiveness is also a series that’s designed to help enhance an individual’s overall ability to perform various tasks and activities in their educational business. The goal is to help the individuals learn the practical, straightforward skills and strategies needed to excel in all the areas. The series improve their overall effectiveness in getting various types tasks and activities completed efficiently and successfully.

1. Determination allows individual to focus on achieving their specific goals without being distractive by other less important stuff.

2. Optimism is effective for the individuals that need to believe in themselves that there is much to gain and worth achieving for.

3. Managing stress is a crucial effectiveness that arises from an unknown situation this helps people to learn how to get or stay organised to increase efficiently and actively by solving and changing their stress worries to a healthy business environment and around other people. 

4. Persistence makes individuals to keep moving forward regarding any obstacles problems that accrue which can be developed by being focus so goals to be achieved.

5. Problem solving skills helps people to cope by being able to solve other people’s problems that they are experiencing in certain areas this will increase the person’s listening ability by adapting new ways of achieving goals when also obtaining new experiences. 

6. Time management is a very important ability for an individual to plan and control on how they spend their time to effectively accomplish their goals without this information it may affect the person’s effectiveness.

7. Creativity  allows the individual to find ways to carry out a specific action which could either lead to a decrease or an increase effectiveness when putting themselves in an environment that allows them to think creatively by coming up with new ideas.














People management skills are important to be able to manage people effectively to help and listen to people through what their needs by coming up with solutions to understand and help to solve any queries or issues they experience weather it’s ideas they are thinking of or identifying what strengths or weaknesses they have so they can offer some additional information or training.

Listening to people is an important skill when communication with a team for them to listen to what the tasks is being involved or to hear what other people have to say about themselves or other people by having a one to one sessions to listen to somebody’s opinions or issues their experiencing.

For a person’s management skills must communicate and build relationships with other people that are based on trust and respect for them to earn their respect by being open and approachable. Another skills that people management can use being accountable taking responsibility for others people’s performances, action or bad behaviour throughout different departments and also being responsible for other people’s welfare by supporting their best interest within an organization which is why it is important to resolve situation quickly and effectively before they spiral out of control.

Trust of employees is a very important ability for managers so they can see the development of their staff when to distributing out tasks for all employees to trust so they can handle important task to boast up their morals to succeed. Also is important to give employees space to develop and to find solutions to the challenges they come to face with so they can feel independent when making decisions relating to the important task involved this shows their needs are being considered.

Another people management skill is to understand the value of people’s needs is the first instances to appreciate their roles and responsibilities that should be viewed as a valuable asset to an organization.

1. Communication is one of the most important skills for an organization to be used effectively from a manager and an employee when they have to communicate to use their speaking, listening and writing skills set ability to be very effectiveness.

2. Interpersonal skills are for when a manager need to co-operate with their team of employees to give them the motivation to work effectively by supporting them all the way through to reach their targets.

3. Planning skills can be used for any circumstances throughout a day whether employees are developing any issues being raised towards other members in the team this can be resolved by coming up with a solution and developing a system strategy to resolve any problems or concerns that people are experiencing.

4. Organisational skills are for both managers and employees to set themselves tasks and goals throughout a busy day schedule so they can coordinate by working together effectively to achieve their tasks and goals that they planned out through the start.

5. Management skills are a valuable approach for a manager in a business and towards their employees, the important thing for them to know is that their staffs don’t like to be managed they would like to be lead through the whole process. This can be shown when making the right decisions by teaching and directing their employees on how they should follow the manager’s lead of instructions so they can develop management techniques.













The main functions of human resource management

There are a numerous main functions within the human resource management role where there need to be a plan to develop the administer policies and programmes which is designed part of an organization. It is also a management part to look after their employees at work and to build relationships with them to work effectively alongside each other to have good healthy team in the company which the main functional areas in human resource management are:

1. Planning
2. Staffing and recruitment
3. Employee department
4. Training and development
5. Employee welfare safety 
6. Compensation and benefits
7. Labour relations

These functional areas all share the same common objective for a number of competent employees with the skills, abilities, knowledge and experience needed for further organizational goals each human resource function are assigned to one area each where other functions serve of a variety types.

Human Resource Planning 
Human resource planning in this function that a number of type employees will be needed to have a strategy to accomplish and archive all their organizational goals while being very determined to succeed. Research is an important part of the function because the planning information that requires the collecting and analysing in order to identify the forecast of human resource supplies and the future of human resources needs. A human resource manager needs a planning strategy which means putting in the determination goals to contribute towards an organization by laying down the policies and procedures for all the departments in human resources to help them understand what the objectives are to reach their goals. Once the human resource managers has established the objectives and developed the plans and programs they must design and develop the organization structure to carry out various operational tasks that have been allocated to the employees with built relationships so they can deliver and contribute to the organization. However some managers will direct and guide their employees by encouraging and motivating them to accomplish their personnel programs in an organization which they will have the ability to identify employees needs and their satisfy needs at different levels. After all the planning, organising and directing the actual performance plans would then need to require control measures to avoid any deviations problems within the company plans to help the personnel management to evaluate the performance of their employees in all the departments with the standards and correction of deviations with the right controlling.  

Staffing, Recruitment and Selection
Staffing emphasises the recruitment and selection of the human resource function sections for an organization so the planning and recruiting will precede the actual selection of people and their job positions in the company. The recruiting is the personnel function to attract qualified applicants to fulfil a job vacancy, and the selection function is for the most qualified applicants that have been selected and attracted for hiring from the organization recruiting function. Human resources management would plan out a strategy for its staffing and employees development by achieving organizational objective to require having a good number of employees with the appropriate knowledge and skill set for a company assets. 
The first task of staffing would be job analysis which would examines specific job functions in determining the human requirements such as skills, duties and knowledge being required for each position to perform. The end of the job analysis is the job description that would describe work duties and activities of employees which could be a vital source of information to employees, managers and professionals because the job content has a great influence on personnel programmes and practices.
The second task is to ensure that the required numbers of employees with the right appropriate skills are available when needed in the organizations to engage in the human resource planning department.
The third task would be recruitment function which is the process of captivating, screening, selecting and attracting potential skilled and qualified candidates to apply for jobs in the organization based on the objective criteria. Before starting the process of recruitment the companies must execute all the staffing plans and should grade the number of skilled employees they are going to need this is very important to every organization because it will reduce the costs of mistakes such as engaging, incompetent, unmotivated and unqualified employees.
The fourth and last step in the staffing process is selection that would involve developing and administering the methods that will enable the managers to decide and choose the best suited individuals to fill the open positions in the firm.

Employee department
Employees attend to work for an employer in an organization for the satisfaction of their needs, motivation and to build up their performance appraisals to ensure that they are at an acceptable levels. Human resource professional are responsible for developing and administering performance appraisal function system providing the basis for pay promotion and disciplinary action this information is essential for an employee development that will motivate and guide them through to improve their performance improvements. Orientation is another fundamental step for human resource management to help employee to adjust themselves with an employer and their job this programme will help them to know their assigned duties, job description, job role and the relationship of the position to other positions within the organization this will also help the employees to achieve the long term and short term goals. 

Training and development
This function of human resource management helps the employees to acquire skills and knowledge to perform their jobs effectively and to improve current or future performances of employee ability at an acceptable level. All companies must provide training programmes for the experienced or inexperienced for both new and existing employees which will prepare the employees for higher level of responsibilities through an organisation that jobs may undergoing a few changes. It is the duty of management to train each of their employees properly to develop and increase their technical skills in doing the jobs this is important to arrange training sessions for the new and old employees to keep up to date with knowledge and in use of latest techniques. Human resource development has an ongoing process of the career planning function that has a development of employees to grow in their jobs and to advance in their career by setting career goals for and identify the means to achieve. Career development is a formal approach used by company firms to ensure that applicant with proper qualifications and experiences are available when needed.

Employee welfare and safety
Employee welfare function refers to various services, benefits and facilities that are provided to employees for their wellbeing the safety function refers to employees who work in a healthy and safe environment. It is a manager’s responsibility which involves protecting their employees from work-related accident and injuries or any health activities to prevent any illness. It is also the responsibility of the human resource management to provide a good working conditions and maintenance to employees so that they may like the workplace and work place environment that could influence their motivation and morale’s it is at best interest that human resource management provides a good provision facilities for comfort of the workforce.  

Compensation and benefits
Benefits are another form of compensation to employees that share many characteristics of the compensation function which would include rewards for individuals to receive a pay of result of their employment performances in a work place so human resources would the cover other additional financial rewards based on the basic pay would include paid vacations, sick leave, holidays and medical insurance benefits. Human resource personal provides rational methods determining to see how much employees should be paid for performing certain jobs and decides on employee’s compensation such as wage, salary, incentives, bonuses and fringe benefits. The compensation function can be a major cost for organizations which may affects the staffing and people that are generally attracted to companies offering higher level of pay for work being performed correctly which is related to employee development to provide an important incentive to serve the potential employees in the organization. 

Labour relations
Labour relations functions refers to the interaction of human resource management with employees who are represented by a trade union which the organisation and employees would come together to form the union by obtaining more voice in decisions affecting wages, benefits, working conditions and other aspects of employment. Employee relation is another function for human resource management to gain the trust and confidence of employees with in a job because the organization firms are required by law to recognize with it in good terms for employees who wants the union to represent them plus management would organize activities which will help know an employee personal and professional level.

Personnel record keeping function is really important to human resource management involves maintaining and retrieving employee related information for a variety of purposes such as application form, health and medical records, employment history, jobs held, promotion, transfers and lay off, seniority lists, earnings and hours of work, sickness and absences, turnovers, tardiness and other employee data are all essential for personnel functions. Personnel researches provides the following up to date information on employees from human resource management to gather up employees options whether it’s on wages, salaries, promotion, working conditions, welfare activities and leaderships which researches helps understand employee satisfaction, employee turnover and employee termination. 


Opportunities of staff developments 

· Refresher  training course/educational
· Providing materials and equipment for self-study
· Refresher first aid for health and safety
· Increase pay rise
· Programming and benefits
· Organizational development/team building activities
· Executive coaching 
· Provide and observe performance checks within 6 month or 1 year
· Having Appraisals 

  

CASE STUDY


1. Tony statement claims that he is very unhappy with his job during three years’ service because his pay is not excitingly great and that he’s been working weekends which has dropped his motivation level down. He has become complacent that he is board with his day to day duties and not being able to have a social life or to spend any time with family and friends having to work weekends.

2. To be more motivated Tony would need to approach his manager to see if he could have a step up promotion by trying different high role positions within the organization from his current position or by asking his manager if there is a chain of hotels companies so he could request a transfer to a different location to better himself which will motivate him more to work effectively so that he would get a better payment and every other weekend off perhaps. 
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