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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:

1a) What is human resources?
Human resources is a department within a business that is responsible for the employees; job advertising, recruiting and managing. They are also responsible for keeping all staff information/records secure and confidential, deal with disciplinary and staff training.
1b) What is emotional intelligence? What is its role?
Emotional intelligence is not about knowledge but about empathy and the ability to identify emotions of others. The role is dealing with emotional matters confidentially and with emotions and feelings.
2) HR forecasting techniques
HR forecasting techniques are used to predict/plan for future staffing requirements to ensure a company can be efficient and profitable i.e. not under or over staffed.
There are different techniques that can be used; informal review of current situations, interviews with the hiring managers or using data analysis and demographics.
Extrapolation is used by estimating, based on past and current trends and with the presumption this will continue in the future.
Indexation is used to connect employee growth with sales or revenue.
e.g. 
1 trainer can provide 10 courses in 1 week
Current 
2016	an average of 15 courses where provided each week	2 trainers required
2017	an average of 18 courses where provided each week 	2 trainers required
2018 	an average of 22 courses where provided each week	3 trainers required
Prediction
2019	forecast 27 courses					3 trainers still required
2020 	forecast 33 courses					4 trainers would be required
The data above shows that each year the average amounts of courses were increasing.
 In 2017 there was an increase of +3 from the previous year, 2018 and increase of +4 and therefore a prediction of +5 in 2109 and +6 in 2020.
3) What is a job analysis? How is it performed?
A job analysis is the process of identifying the skills, knowledge and duties required for a particular job within an organisation. It provides information to determine a person’s suitability for the job, which is particularly beneficial at interview, and also helpful for an applicant to determine the job requirements and their own suitability.
A job analysis is performed by obtaining the answers to 6 questions
What physical and mental tasks does the worker accomplish? 
When is the job to be completed? 
Where is the work to be accomplished? 
How do the workers do the job? 
Why is the job done? 
What qualifications are needed to perform the job?
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