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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. Give short answers to the following questions: 
i. What does Human Resource Department do? 
The main responsibilities of the personnel department include hiring, evaluating, training, and compensation of employees. The human resources department deals with any issues facing the staff in their working capacity within an organization. HR is concerned with specific work practices and how they affect the organization’s performance.

ii. Outline the objectives of Human Resource Management in an organization.
The organizational objectives must be formed so as to recognize the role of human resources management and how it can achieve organizational effectiveness. Human resource management is a means of assisting the organizations with their key objectives: 
              a. Human Resource Planning
              b. Employee Relations
              c. Selection
              d. Training and Development
              e. Appraisal
              f. Placement
              g. Assessment 
iii. What are the benefits of clear recruitment process?
Five good reasons for having such a policy are to ensure:
a. Jos description meet business requirements.
b. Candidate are assessed against consistent selection criteria at every stage. 
c. The recruitment process is lawful.
d. The candidate can be confident it is a genuine job offer; and,
e. The process can be followed by all stakeholders.
                                    iv. Is there a need for human resource management specialists and if so, what should their role be? How is this role evolving?
a. To fully develop knowledge of corporate culture, plans and policies.
b. To initiate change where necessary and act as a facilitator.
c. To actively participate in formulating company strategy.
d. To be a consultant to change.
e. To ensure communication remains open between the HR department and individuals and groups inside and outside the organisation.
f. To identify and advance HR strategies that match the company’s business strategy.
g. To develop particular organisational teams and assist in the effective working relationships between the teams and individuals.
h. To ensure the organisation’s goals are achieved by effective co-operation of employees.
i. To identify any problems, particularly in the HR area, and to find effective solutions.
j. To contribute to the co-ordination and support services for HRD programs.
k. To assess the effectiveness of HRD programs and to do research in order to find out how the HRD has affected (improved or otherwise) individual or organisational performance.
v. Outline the ethics of HRM as relating to the organization and the individual employee.
HR is to add value to the organisations and effectively contribute to their
Ethical success. The ethical success lies with the decisions and actions taken by HR personnel. HR professionals should only engage in activities that improve an organisation’s credibility and value. In this way they also promote their profession.
a. HR professionals must maintain the highest levels of competence and continually work to strengthen competencies.
b. HR people must maintain the highest standards of effective leadership.
HR personnel must work in the most ethical ways and make proper decisions that exhibit fairness and justice for everyone in the organisation 
a.   Stakeholders must feel that HR people are trustworthy and that their interests are protected. HR personnel must never engage in any activities that can be viewed as a conflict of interest.
b. The personnel must always protect the rights of individuals especially with regards to employees’ private information. They must be honest in all their dealings and make informed decisions in all situations.
vi. What is the relationship between personal effectiveness and people management?
Personal effectiveness: Is a branch of the self-help movement dealing with success, goals, and related concepts. Personal effectiveness integrates some ideas from “the power of positive thinking and psychology but in general it is distinct from the new thought movement. A primary differentiating factor is that is that personal effectiveness proponents generally take a more systematic approach including a number of factors besides simple thinking.
People management/ Human Resource Management: It is a function in the organization designed to maximize employee performance in service of an employer’s strategic objective HR is primarily concerned with the management of people with in organization, focusing on a policies and on systems. HR department and units in organizations typically undertake a number of activities, including employee benefits design, employee recruitment, training & development, performance appraisal, and rewarding.  
The relationship between personal effectiveness and people management is that both of them are aiming to develop employees from the organization with in.   
2. What are the main functions of Human Resource Management?
HR functions also include managing change, introducing new technology, innovation and diversity. Regular social audits of HR functions are necessary because of the large role HR plays within any organization. HR’s ultimate goal is to provide a link between the organization and the employees because the organization needs employees’ commitment. Employees need to be made aware of things like sales growth, restructuring plans, sharp price movements and any challenges facing the country and their organization in particular. This can be done by videos, films, lectures and booklets. 
The main responsibilities of a human resource manager are:
a. To fully develop knowledge of corporate culture, plans and policies.
b. To initiate change where necessary and act as a facilitator.
c. To actively participate in formulating company strategy.
d. To be a consultant to change.
e. To ensure communication remains open between the HR department and individuals and groups inside and outside the organisation.
f. To identify and advance HR strategies that match the company’s business strategy.
g. To develop particular organisational teams and assist in the effective working relationships between the teams and individuals.
h. To ensure the organisation’s goals are achieved by effective co-operation of employees.
i. To identify any problems, particularly in the HR area, and to find effective solutions.
j. To contribute to the co-ordination and support services for HRD programs.
k. To assess the effectiveness of HRD programs and to do research in order to find out how the HRD has affected (improved or otherwise) individual or organizational performance.
In Human Resource Management, there are four major areas:
2.1. Planning: The human resource planning function serves to determine the number and type of employees needed to achieve the company’s goals. Job analysis is deciding on the job description and the human requirements that are needed for said job.
2.2. Staffing:  Recruitment and selection of human resources (people) is what staffing is mostly concerned with. Human resource planning and recruiting is done before selecting people for positions. Recruiting is the personnel function of finding and hiring the best qualified applicants to fill job vacancies. Orientation is done in order to introduce a new employee to the new job and the employer.
         Employee development: Training and Development is used as a means of providing employees with the skills and knowledge to do their jobs well. It must be provided to all employees. In addition to providing training for new or inexperienced employees, organisations often provide training for experienced employees as well. This may be because their jobs are undergoing change or the company needs them to work more effectively.
2.3. Employee maintenance:  
a. Performance appraisal is an evaluation of an employee and his/her performance to make sure that said employee is working well and at acceptable levels. 
             b. Career planning: is a process where an employee explores his/her interests and abilities and strategically works towards job goals. It has come about partly because many employees’ feel the need to grow in their jobs and to advance in their careers.
            c. Compensation: it is the HR department that determines how much employees should be paid for certain jobs using a system of assessment. Compensation costs companies a lot so it is something that needs serious attention in the human resource planning stage.
          d. Benefits: Work benefits are also referred to as fringe benefits. They are non-wage compensation that employees get in addition to their usual wages. Benefits are legally required items but employers can also more at their discretion.
[bookmark: _GoBack]          e. Labour relations: relates to the practice of managing employees who are members of a union. Unions provide employees with strength in numbers and have representatives who can advocate on their behalf if necessary, to deal with any discrepancies in pay, benefits, working conditions, and other work aspects.
         f. Record-keeping: is essential and the most basic function of HR. recording, maintaining and retrieving employee information when needed is done by the HR personnel.
3. How many opportunities of staff development can you think of? Here are some ideas.
a. Refresher training
b. Providing materials for self-study
c. Workshops about report writing 
d. Develop the computer skills 
e. Develop communication skills
f.  Getting driving license for employees that do not have 
g. Training in accounting 
h. English improvement classes
Case Study 
Tony works in Big Star, a city hotel. He is a full- time employee and has been working there for the last three years. But he is not happy with his job. He says that his pay is poor and he has to work on the weekends.
1. What does his statement suggest about the motivation of this hotel worker?
1.1. Employee Development:-  
              Training and development:- 
1.2. Employee maintenance:- 
              Performance appraisal.
              Career planning.
              Benefits. 
              Labor relations.
1.3. Motivation can also include: (from my personal point of view). 
      Asking the employees opinions and ideas in order to encourage the change from the organization within. 
1.4. Giving them encouragement like appreciation certificate and employee of the month, can give them a 100% motivation.   
1.5. In the training and development part it is very important to let the employee to choose which topic he/she wants to discuss, but if the performance is weak the HR unit must chose according to their performance reported from their managers.
2. Identify and explain two possible ways in Tony’s his motivation could be improved?
Tony’s motivation can be improved by commission, bonus, appreciation certificate, and taking turns in the job.   
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