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1(i)

An induction programme i is generally used to describe the whole process whereby employees adjust or acclimatise to their jobs and working environment to ensure the effective integration of staff into the organisation for the benefit of both parties.( http://www.hr180.co.uk/induction-programme/)
1(ii)
Promoting employees in the same company has both advantages and disadvantages to the company as shown below.
1 Recruiting Costs are low 
2 Motivation to the employees
3 it shows other employees that the organisation offers room for advancement. 
4 Familiarity of the employees to the policies and procedures of the company
5 The learning curve is shorter
6 It helps employee retention 
7 company maintains its investment in employee skills and knowledge
8 There can be a more accurate assessment of internal candidates(https://drjohnsullivan.com/uncategorized/the-advantages-and-disadvantages-of-inside-first-hiring-preferences/)

However recruiting from within has some disadvantages as shown below
1. Inbreeding: There’s reduced likelihood of innovation and new perspectives
2.  Equal Employment Opportunity (EEO) Criteria: may not be met yet a legal requirement.
3.  More training In order to develop the skills needed to train the current workforce in new processes and technologies, the organisation has to provide a more expensive training programme.
4. It cause internal conflict among employees
5. They may not be respected by others by those they used to work with
6. Sometimes, you just need a breath of fresh air and hire new talents
7. You’re essentially hiring two people one to replace the other promoted
8. You’re limiting your options as a better person may be out there(https://www.coburgbanks.co.uk/blog/attracting-staff/internal-recruitment-10-pros-and-cons/)
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1(iii)
Transfers are generally affected to build up a more satisfactory work team and to achieve set company goals below are the reasons why companies make transfers:
1. To avoid favouritism and nepotism. 
2. To avoid gaining capacity of influencing and egocentrism. 
3. To avoid monotony in the work of an employee. 
4. Makes an employee accountable to his seat, so as not to find mistake by his successor. 
5. So as to avoid excess dependency on particular employee, otherwise may affect the purpose of hierarchy and lose control over subordinates. 
6. To create transparency among the employees and their work. 
7. It limits taking advantage and sole control over the seat or section. 
8. To avoid unnecessary influence on others for their own advantage. 
9. To make conversant of different seats work. 
10. To maintain healthy relationship in between all the staff members to retain harmonious environment to avoid unnecessary disputes. (http://www.whatishumanresource.com/employee-transfers)
1(iv)
The main objectives of recruitment process in an organisation are listed below
1. To attract people with a broad range of skills and experiences that will suit the present and future organisational plans. 
2. To bring in new people with a new perspective to lead the company. 
3. To position new people with fresh ideas within all levels of the organisation. 
4. To develop a culture that attracts competent people to the company. 
5. To search for people whose skills fit company values. 
6. To think about ways of assessing psychological traits. 
7. To seek out unique and unconventional talent. 
8. To search for talent globally and not just within the company (more so for large organisations). 
9. To design entry salaries that compete on quality but not on importance.
10. To anticipate what new positions might become available and find people for these positions that do not exist yet. 
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2
Before hiring an applicant for a job position, an organization goes through a step-by-step process to find the most qualified candidate to fill the role. By investing in a thorough and detailed hiring process
1. Identify hiring need
When a position is identified as available either by being newly formed or recently vacated, the hiring staff should meet to generate a prioritized list of job requirements including special qualifications, characteristics, and experience wanted from a candidate.
2. Plan
It’s important that all those involved in the hiring decision agree to the hiring process, steps, and communication channels to be used. The plan should include a timeline, recruitment plan, criteria for initial candidate screening, selection committee, interview questions, and instructions for taking notes.
3. Create a job description
The agreed-upon job requirements form the basis for the job description. Other necessary information includes essential functions to be performed in the role and the advantages of working for the company (i.e., workplace environment, compensation and benefits, perks, etc.).
4. Post and promote job openings
The job listing should be advertised internally so current employees can apply and make referrals. Other avenues for promotion are the company’s website, online job boards, social media, job fairs, and industry publications.
5. Applicant screening, when job applications are received, the hiring staff reviews résumés/CVs and cover letters based on the criteria established in the planning step. Unqualified candidates’ applications are withdrawn from the applicant pool. Qualified candidates are informed of next steps beginning with a screening interview.
6. Screening interview with applicants are conducted typically by phone calls with HR representatives. These interviews determine if applicants have the qualifications needed to do the job and serve to further narrow the pool of candidates. HR may also explain the interviewing process during this step.
7. Interviews, several interviews are scheduled for each candidate and the hiring manager and focus on applicants’ experience, skills, work history, and availability.
8. Background check is one of the final steps prior to making a job offer. checks to review candidates’ criminal record, to verify employment history and eligibility, all checks are conducted here depending on the nature of the job.
9. Decision, the hiring staff confers and evaluates applicants based on the interviews, job experience, skills and talent assessments, and all other relevant information. A top choice should be identified and agreed on. A backup candidate selection should be made, as well. 
10. Reference checks, once a candidate has been selected for the position, his or her professional references should be contacted. Reference checks can verify 
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candidates’ employment details including job performance, strengths, and weaknesses. A typical question to ask references is “Would you rehire this person?”
11. Job offer, offering the job includes providing an offer letter stating the position’s salary, start date, and other terms and conditions of employment that are based on the agreement between the company and the candidate. It should be clear that the candidate understands the terms of the offer. The candidate may agree and sign, initiate negotiations (typically focusing on salary), or turn down the offer.
12. Hiring, once the candidate accepts the job offer, he or she is hired. This kicks off a phase of filling out and filing paperwork related to employment including eligibility to work forms, tax withholding forms, and company specific forms.
13. Onboarding process is a crucial step in the hiring process. This should involve making the new employee feel welcome even before they join the organization. Preparing their workspace, providing necessary access credentials for work applications and networks, and outlining an orientation and training schedule.
(https://www.smartrecruiters.com/resources/glossary/hiring-process-steps/)


Case study


1
Attracting and retaining top talent,  there’s a lot of factors ranging from a great candidate experience to employer branding, there’s a seemingly endless list of ways to however, in reality, attracting top candidates might be as simple as offering them an awesome job.
·     Flexibility Considering a reported 43 per cent of employees would choose flex hours over a pay raise, it’s definitely a coveted perk.  
Allowing your team being flexible would make Fun & Learn to attract the best candidates.
· Variety: There aren’t many people who enjoy doing the exact same thing day-
in and day-out, varying the projects, assignments, duties, clients, or whatever other elements are applicable to that role, does wonders for keeping minds engaged, and people interested. 
· Money: of course, money. We all work for a reason, and that’s so that we can 
afford to do the things that in life we care about the most. An awesome job pays fairly – ideally, slightly above industry average – with a salary that continues to grow with hard work. Prospects of wage increment makes a job attract the best.
· Perks: little perks make a big difference. And the best part is, there’s so many 
options to choose from: catered lunches, car allowances, iPad giveaways, tickets to events, employee discounts…the list goes on and on. These perks attract top talent, and keep them hooked long-term.
· Build her brands: Fun and Learn has to deliver consistently on her value 
proposition and make it an integral part of everything it does, Encouraging employees to be brand ambassadors to others will help reinforce the company’s image as a leader and with this attracting the best applicants is inevitable.
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· Fun & Learn should let employees explore their ideas that flow in line with its 
business if they’re directed towards achieving its business targets this builds a dynamic workforce where people are passionate about what they do and also attract the best candidates in the market.
· Fun & Learn should  pay attention to trends  While  focusing  on its needs, still 
it needs to know what other similar companies are doing to get the best and brightest minds in the market, so it’s important to pay close attention to market trends and what draws your target job candidates.
(https://hiring.workopolis.com/article/10-things-that-make-a-job-awesome/)
(https://www.monster.com/career-advice/article/9-secrets-attractive-employers-1125)

Yes Fun and learn should focus on a group which has many things in common and can easily relate to her direct customers who are children in this case, A group like young adults is ideal as it has a lot of innovative ideas and relating to what the children might need for creative toys and innovative learning materials  

Before interviewing for a job, Fun & Learn needs to ensure a number of important steps are taken. These prior steps include the forecasting of human resource needs, the description of individual job requirements and appropriate recruitment channels. The HRM specialists, in the organisation, are likely to be particularly prominent (as are line managers) when this is being done. 


2 

While every business will have its own unique needs, there are some top employee characteristics that everyone seems to value. Understanding these employee traits, and recognizing them in candidates, can help Fun & Learn select the best candidates 
 
· Strong work ethic: Setting and achieving goals 
Tied for first place, a strong work ethic was clearly one of the most popular qualities hiring managers look for in a candidate. According to CareerBuilder, 73% of respondents want to see applicants demonstrate their ability to work hard. 
· Dependable and Consistently following through:
Candidates who show a  commitment to completing tasks on time, as assigned, during the application process will likely continue this behavior as employees.
· Positive attitude: Positivity leads to a more productive workday, and creates a
better environment for fellow employees. Great employees consistently stand out for their upbeat attitudes and earn positive reputations for themselves. One trait to look for in a candidate is their ability to acknowledge mistakes and resilient in the workplace.
· Self-motivated: Working effectively with little direction 
candidates who can take initiative and get work done with little to no encouragement. Sheer enthusiasm and interest in the work is a good quality of a good candidate.
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· Team-oriented: candidates with a history of collaboration and
are comfortable collaborating with a team make the best of candidates as many companies success is based on the work of teams and entire departments, not just individuals. 
· Effective communicator: Understanding the benefits of clarity should be 
another top soft skill to consider when hiring, effective messaging is an ideal characteristic among candidates. People with good communication skills make better employees.
Flexible: flexibility, or adaptability, A good employee will not resist change 
Blindly but instead embrace it and adapt to it as it proves necessary for the business. candidates willing to pick up new skills and adjust to shifting goals demonstrate a good characteristic and make a good employee. 
(https://www.jibe.com/ddr/7-qualities-of-a-good-employee-and-candidate-according-to-research/)


3

For Fun & learn to be able to socialize its employees so that they are attuned to the firm’s culture and plans for the future should provide opportunities to its workers to interact, bond and help each other. And this can be achieved through these ways;
· Provide Real-time communication: exchanging information as it becomes 
available helps employees become a part of the social network in your company and encourages a sense that they are vital to the communication process. There shouldn’t many ways to disseminate.

· Fun & learn  should reduce the Role of Hierarchy: or should  be in place for 
sound reasons.  Some decisions benefit from a democratic approach that allows comments from all levels of workers. This kind of casual involvement in 
company decisions helps socialize employees because it gives them influence on shaping the direction of the company.

· Fun & learn should provide an orientation session for new employees. Allow 
non-management and management employees to help design and present this orientation so that they will convey a sense of company values from top to bottom. This will help your new employees adjust to the company culture and figure out how they will best fit in to that culture.

· Intranet: add some social features to your intranet. You can use chat and email functions that allow employees to communicate small bits of information 
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electronically. In this way, employees can maintain relationships without formal gatherings. 

· After-work Activities: You can help socialize employees by encouraging after-
work gatherings. Many companies form softball teams, bowling leagues or race teams. You can have company picnics or holiday events for the whole staff, and celebrate achieving goals. 
(https://smallbusiness.chron.com/tactics-used-socialize-employees-32378.html)

4.  
Every area of the employer-employee relationship in any organization deserves attention. Embracing these key strategies, Fun & Learn can address its organization's employee retention problems some of which are explained below:
· Onboarding and orientation: Aiming to develop an onboarding process where new staff members not only learn about the job but also the company culture and Mentors shouldn't be work supervisors, but they can offer guidance and be a sounding board for newcomers, welcoming them into the company culture. 
· Employee compensation: It's absolutely essential in this competitive labor market for companies to offer attractive compensation packages. like salaries, of course, but also bonuses, paid time off, health benefits ,every employee should have a full understanding of all the benefits they receive from the  organization. 
· Recognition and rewards systems is a good tool towards staff retention when a staff goes  an extra mile at work. Whether it's with a sincere email, a gift card or an extra day off, Showing your employees your appreciation, and share how their hard work helps the  organization. 
· Work-life balance: A healthy work-life balance is essential, and people need to know that management understands its importance. Offer flexible schedules to improve work-life balance for the employees to increase job satisfaction. This can help to address the retention problem.
· Training and development: In any position and industry, workers want the possibility for advancement. investing in workers'  development and providing opportunities for them to grow is one of the ways fun and Learn should use to address the retention problem.
· Communication and feedback: Keeping open lines of communication is essential for employee retention. Your direct reports should feel that they can come to you with ideas, questions and concerns, and likewise, they expect you to be honest and open with them about improvements they need to make in their own performance
· Dealing with change: Every workplace has to deal with changes occasionally, and the staff looks to leadership. If your organization is going through big changes, 
· 
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keep your staff informed as much as you can to avoid feeding the rumor mill. Make big announcements face to face, and make sure you allow time for their questions.
· Fostering teamwork  When people work together, they can achieve more than they would have individually. Foster a culture of collaboration that accommodates individuals' working styles and lets their talents shine. Do this by clarifying team objectives, business goals and roles, and encouraging  everyone to contribute ideas and solutions.
· Team celebration: Celebrate major milestones for individuals and for the team. Whether the team just  finished that huge quarterly project under budget or an employee brought home a new baby, seize the chance to celebrate together with a shared meal or group excursion. 
· A final tip: Remember to assess your employee retention strategies at least once a year. You’ll want to stay current on market salary rates and benefits, and best practices in developing workplace culture and manager-employee relations. Doing so will help you keep staff morale high and turnover low while guaranteeing your organization’s success.
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