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Q1.  The Human Resource Department is responsible for managing the employees within a company, these duties include the recruitment and selection of staff with appropriate skills for different positions, they must ensure all staff receive the relevant regular training and all Health and Safety information must be kept up to date and steps taken to make sure it is implemented always as well as regular staff training being organised.  The Human Resource Department should ensure all staff and potential staff are treated fairly and given equal opportunities, they should calculate wages and bonuses correctly to ensure employee confidence in the company.  They oversee the disciplining of staff if the need arises as well as making sure relevant counselling for employees is put in place and they deal with staff redundancies and dismissal and ensure relevant payments are paid in line with this.  HR deal with the writing up and distribution of contracts and keep a close eye on relationships within the workplace and evaluate anything that may affect those relationships, either positively or negatively.  They should encourage involvement and engagement from all employees, ensuring the happiness and wellbeing of all.  The Human Resource Department should keep an eye on the different talents of their employees as these talents could prove to be beneficial for the company in the long term.  All in all, if the wellbeing of the employees is looked after, this can only create a happier, calmer working environment and it is down to the Human Resource Department to ensure this happens.
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Q2.  The objectives of the Human Resource department can be split in to 4 sections: Societal, Organisational, Functional and Personal.  

Societal objectives:  These include ethical responsibilities, ensuring any actions the company undertakes does not impact negatively on anyone within the immediate locality or on the business itself.  These could include things like keeping works traffic to an absolute minimum to cut down on heavy traffic within the vicinity; noise pollution and chemical pollution etc.  The company does not want to appear to be a nuisance as that encourages bad press and ill feeling and could create a bad reputation for the company.  Societal objectives also include providing fair deals for staff, which is good for morale and therefore encourages a positive work output.  The supply of quality goods for purchasers is also an objective as this builds a good company reputation.

Organisational objectives:  Human Resource Management work alongside the organisation in order to meet any key objectives necessary.

Functional Objectives:  These are put in place for every department within the company and the Human Resource Department must be matched to coincide with the needs and demands of the department.  This includes regular appraisals of staff ensuring they are placed within a suitable position for their talents/ability and then regular assessing of same to make sure everything is still functioning as it should as this is important both for the department and company.

[bookmark: _GoBack]Personal Objectives:  These are aimed at the employees and are in place to make sure they achieve their personal goals as this has a positive impact on the success of the company.  If the employees’ personal objectives are met, it means they are happy to stay working for the company and remain motivated to do well which can only be positive for the company.  This means the company retains faithful staff and keeps employee turnover low.  If the employees become disgruntled, this affects work output and the standard of work drops, which in turn has a negative effect on the company as a whole and might encourage staff to look elsewhere for employment, plus people associated with the company may look elsewhere for better quality goods and stability of administration.
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[bookmark: _GoBack]Q3:  The benefits of a clear recruitment process mean the company only employ competent employees with the suitable qualities required for the job.  The Human Resource Department will know how to advertise the vacancy, giving a clear, well-defined job description and the type of candidate they are looking for.  They will also give a brief description of the company and what skills/values it deems important.  This will hopefully only attract candidates with the essential skills, knowledge, abilities, experience and attitude who will be an asset to the business.  This saves time and money as they are then able to draw up a shortlist of suitable applicants ready for the interview and process.  It saves the company money as the applicants will have all the skills needed which means that they do not have to be trained “from scratch”.  A clear recruitment process also projects a positive image for the company, it shows efficiency, high standards, professionalism and can attract attention from other companies wanting to do business with them, as well as appearing to be a good place to work for current and future employees.
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[bookmark: _GoBack]Q4:  The ethics between Human Resource Management and the employees (either individually, or as a whole) are as follows:  The Human Resource Management ensures employees are treated fairly, equally, sympathetically and with decency and respect while maintaining effective leadership to the highest standards.  Should a problem arise, the HRM have a duty to ensure they investigate the matter completely to a conclusion that suits both the employee and the company’s business strategy.  They must deal with the problems ethically ensuring basic human rights are met, as well as employment rights and ensure all lines of communication are kept open to individuals and groups.  They will arrange meetings with the employees regarding matters such as absenteeism, long term sickness and appraisals.  It is up to HR to maintain contact with the employee, so they know exactly what is happening and why, and when a return to work may be made.  They will then organise a Return to Work meeting to see if the employee is still able to work the hours required and, if not, to see if a compromise can be met, this can include adjusting their workplace.  Any grievances should be handled fairly and equally.  A meeting must be held with the employee with the Human Resource Manager and one other person present at the meeting to make sure that notes are taken so there are no confusions as to who said what.  This makes sure the ethics are upheld for both the company and the employees.  Other areas that must be met ethically is the reassurance of job security, workplace safety, equal opportunities by considering long-term strategies.
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Q5:  The relationship between personal effectiveness and people management.  Personal effectiveness means you have a good understanding of yourself and how to use your strengths effectively.  If you can organise yourself, it helps you to have a clear vision of how to organise others.  These qualities include good time management, good time keeping is crucial in business as this can affect everything from employees “clocking in” which really needs to be on time for wages to be calculated correctly, to deliveries and appointments.  A positive attitude to time-keeping is a good asset.  Self-motivation, if you have someone who can think positively regarding motivating themselves, this has a knock-on effect with how they motivate others and their positive attitude can also affect other’s attitudes.  Being able to deal with stress is important because many positions can be stressful, so you need to be able to prioritise workloads, time etc to manage stress levels.  Again, positive stress management is key to a happy workforce otherwise this can lead to lots of sickness absences caused by stress.  Personal assertiveness can be useful in the working environment as it is critical for people to make themselves clear when being asked to do something they may not be entirely happy with, it stops people feeling “used” and “put upon” if they are able to state clearly why they are happy/not happy to do something when asked.  It also ensures other companies do not take advantage of people.  Being able to maximise potential is a valued strength, if you can recognise your potential and work towards being the best you can be, this will spur on the workforce to follow suit.  You will then see the potential in others and bring this out in a positive way for the company.  Setting yourself personal goals in life and work is good, this gives you something to aim towards which means work has a meaning and becomes the key to achieving and maintaining your goals. Basically, if you have these skills in your personal life, it is easy to transfer to your work life and to pass on the positivity to a team.
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