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Dear Student 

 

1 INTRODUCTION 
 

By now you should have received a study guide and the following tutorial letters for HRM2601: 

 

TUTORIAL LETTER CONTENT OF TUTORIAL LETTER 

HRM2601/101/3/2016 

Word of welcome, the purpose and learning outcomes of the module, 

where to start, important notice, communication with the university, 

student support systems, the prescribed book and enquiries, tutorial 

matter, additional sources of information, assignments, the examination, 

discussion classes, the study plan, frequently asked questions and 

guidelines for answering assignment and examination questions 

HRM2601/201/1/2016 
Introduction, myUnisa, the examination, the prescribed book, feedback on 

Assignment 01 (first semester), important notice and concluding remarks 

HRM2601/202/1/2016 

(this tutorial letter) 

Introduction, the examination, comments on Assignment 02 (first 

semester) and conclusion 

 

If you have not received all these tutorial letters, please contact the Directorate: Despatch. The contact 

details appear in the brochure my Studies @ Unisa, which you received on registration. The study 

material for this module (study guide and tutorial letters) is also available on the internet (myUnisa). I 

strongly recommend that you register on this system if you have not yet done so. Information about the 

system can be obtained in my Studies @ Unisa. This brochure is also available at www.unisa.ac.za. 

Click on "Study" and then on "Download brochures". 

 

Unfortunately, lecturers don't have the facilities to send students copies of study material that gets lost in 

the mail. 

http://www.unisa.ac.za/
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Remember that tutorial letters are the university's principal means of communication and teaching; 

therefore, you should make sure that you have received all the tutorial letters for this module. Please 

read the tutorial letters carefully and keep them in a safe place. 

 
The main purpose of this tutorial letter is to provide you with feedback on Assignment 02. Keep this 

tutorial letter, as you will need it to prepare for the examination. 

 

2 EXAMINATION 
 

In the past I received requests from students for examination hints and tips. Please refer to Tutorial 

Letters HRM2601/101/3/2016 and HRM2601/201/1/2016 and the myUnisa page for this module for 

information about the examination. I cannot give you any additional information, but you are 

welcome to contact me if you struggle to master the content of the module. 

 

3 COMMENTS ON ASSIGNMENT 02 (FIRST SEMESTER) 
 

This assignment is set on Workbooks 04 to 07 and the corresponding chapters in the 

prescribed book. 

 

Read the scenario below and then answer the questions that follow: 

Mobile Catering is a vibrant and dynamic company that serves the corporate and events industry in 

South Africa. They provide a professional mobile service that sets up an ice cream station at an event 

to create an interactive experience for the guests. The company was founded in 2014 by Steve and his 

wife Jessica who identified a gap in the market for this service. They currently employ five employees 

who have been working there since the start of the company. 

 

Due to the success of their company and increasing demand, the couple decided to increase their 

menu and to provide options for waffles and milkshakes as well. Since they are now expanding, they 

need to employ more people. Jessica has approached you to provide her with assistance in recruiting, 

selecting and orientating new employees. She also advises you that they have budgeted to spend a 

large amount of money on rebranding and, therefore, want to keep all HR costs to a minimum. 

 

Question 1 

 

Jessica has come to you for help with allocating tasks, drawing up an organisational structure 

and determining staff compensation. You advise Jessica that one of the activities that will have 

to be performed is a job analysis. 

 

1.1 Define "job analysis" and discuss the importance of compiling a job analysis.                  (2) 

 

1.2 Identify and briefly discuss the different methods of information collection that are 

applicable to Mobile Catering.                                                                                          (10) 

 

 

 

 

(12) 

 

To answer this question successfully you had to study "The nature of job analysis", "The importance of 

compiling a job analysis" and "Programme implementation" (sections 5.9, 5.10 and 5.12) in chapter 5 of 

the prescribed book. 
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1.1 Job analysis is the systematic method of gathering and analysing information about the content, 

the context and the human requirements of a job. The process includes investigating the level of 

decision making by employees within a job category, the skills employees need to do the job, the 

autonomy of the job in question and the mental effort required to do the job. (1 mark) 

 

The importance of compiling a job analysis: For many organisations, especially those 

undergoing restructuring, downsizing or other changes, job analysis and subsequent changes in 

job descriptions are a core management issue. HR professionals frequently need to drastically 

overhaul existing job descriptions to reflect new realities. (1 mark) 

 

1.2 You will use the general methods in Jessica's case; therefore you had to mention and 

discuss the general methods only. She does not have a large company and has to consider 

costs. The general methods are often less costly and the jobs to be analysed in Jessica's business 

are not very complex.   

 

 Site observation 

Job analysts observe people at work to pinpoint precise details about the timing, the frequency 

and the complexity of various tasks and duties, to gather information about work flow, production 

efficiency, work conditions, and materials and equipment used on the job and to assess the 

physical tasks that make up a job. (2 marks) 

 

 Work sampling 

A variation of site observation is work sampling, where the job analyst randomly samples the 

content of a job instead of observing all the tasks an employee performs. Work sampling is 

particularly useful for highly repetitive, mostly mental jobs. (2 marks) 

 

 Interviews 

Job analysts interview either the job incumbents or the job supervisor. This method of collecting 

information is particularly valuable when the primary purpose of the job analysis is to design 

performance appraisal standards. (2 marks) 

 

 Diaries 

Job incumbents are asked to keep a diary of their work activities during an entire work cycle. The 

advantages of using diaries include cost-effectiveness, comprehensiveness of information 

regarding duties performed and time spent on each duty, as well as the personal gratification 

workers receive from keeping the diaries. (2 marks) 

 

 Questionnaires 

Incumbents are asked to complete a questionnaire. This method of information collection is faster 

and easier than an interview and almost always results in standardised specific information being 

obtained. (2 marks) 
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Question 2 

 

Jessica needs to begin the recruitment process to hire additional employees. Since her 

company is so small, you have advised her that she needs to use external recruitment to hire 

employees. Discuss five cost-effective methods of external recruitment she can use.  

 

(10) 

 

To answer this question successfully you had to study "Methods of recruitment" (section 6.5) in chapter 6 

of the prescribed book. 

 

 Direct applications  

For most organisations, direct applications submitted by mail or in person represent the largest source of 

applicants. Direct applications can provide an organisation with an inexpensive source of good job 

applicants.  

 

The usefulness of direct applications depends greatly on the image of the organisation in the community 

and, therefore, the quality of applicants who will apply directly to the organisation. The size of an 

organisation and its reputation therefore determine whether applicants will seek out the organisation 

rather than responding to other recruitment methods. Only the largest, best-known organisations in the 

labour market will receive a large number of direct applications. Organisations that receive many direct 

applications must develop an efficient means of screening those applications and keeping a current file 

of qualified candidates.  

 

While recruitment costs are low if large numbers of applications are received, the cost of screening and 

maintaining a file of applicants can be quite high. Medium-sized and smaller companies do not receive 

large enough volumes of direct applications to fill all their positions with available and qualified 

candidates without using further recruitment methods. 

 

 Employee referrals  

In recruitment, employee referrals are one of the best means of securing applicants. Employees could be 

encouraged to help their employers locate and hire qualified applicants by offering them rewards – 

monetary or otherwise – or by recognising employees who assist in the recruitment process. 

 

Employees who recommend applicants place their own reputation on the line; therefore, they are usually 

careful to recommend only qualified applicants. When recommended applicants are hired, employees 

take an active interest in helping these new employees become successful in their jobs. 

 

Employee referrals are a quick and relatively inexpensive means of recruitment. Some HR officers avoid 

employee referrals because they could lead to nepotism, which could cause problems relating to 

employee morale as well as reduced success and productivity in future years. For example, friends of an 

employee who is rejected for promotion may also feel rejected.  

 

 University campus or school recruitment 

A new level of sophistication has been reached in campus recruitment in recent years. Employers' pre-

screening of students has, in many cases, replaced the old method of selecting students from the 

placement office's CV book. Pre-screening programmes are designed to identify top students and to 

begin introducing them to employers. Professors/teachers may play a critical role in identifying such 

students. 
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Many campus recruiters still use the standard 30-minute campus interview, hand students a copy of their 

annual report and play a passive role in recruitment. These recruiters may be less successful in their 

campus recruitment programme, because more aggressive recruiters sign up the top students more 

quickly. 

 

 Private employment/recruitment agencies 

Although HR departments have increased their use of private employment agencies, some use them 

only as a last resort as the expense involved is usually prohibitive. Sometimes an employer pays a 

percentage of an applicant’s first-year salary as a fee to an employment agency. An employment agency 

could save a personnel office valuable time, however, by screening out unqualified applicants and 

locating qualified ones. Effective agencies may actually save an organisation money by reducing 

recruitment and selection costs. 

 

 Advertising 

In a growing number of fields, for example, engineering and health care, employers are having a difficult 

time attracting qualified applicants. These employers are increasingly relying on recruitment advertising 

and have begun using more creative advertisements that have the following in common: 

 

 images that sell the company first and then specific jobs  

 recognition of high-tech professionals as people and not only as techno buffs 

 strong visuals that are "flipper proof”, meaning that even the most casual observer cannot flip 

the page without reading it 

 humour as well as graphics to attract attention    

 

Recruiters can develop successful recruitment advertising for local newspapers, as well as for trade and 

professional publications, by incorporating the elements of consumer advertising. Often an organisation 

using advertising does not want to recruit the unemployed person, who will diligently follow up on most 

ads, but rather the underemployed person who, if given the right opportunity, would welcome a change 

of jobs. To recruit this type of employee, the advertisement must be attractive enough to stimulate the 

person to respond.  

 

 Direct mail 

A relatively new tool that is used in recruitment advertising is the direct-mail campaign. This technique is 

generally used to lure professionals who are employed but might be willing to consider a job with greater 

opportunities. For mid- and top-level management jobs, the best candidates may not respond to 

newspaper or trade journal ads, because those candidates are not actively seeking jobs. 

 

Direct-mail recruitment enables a recruiter to get the attention of desirable candidates and gives the 

employer an advantage over other employers.  

 

 Re-recruiting 

Re-recruiting is a process whereby an organisation maintains relationships with former employees and 

keeps track of them to determine whether they would be willing to return to the company. 

 

 Radio, TV and the internet (e-recruiting) 

Other media that can also be used to advertise posts include radio, television and the internet (also 

known as e-recruitment).  
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 E-recruitment or online recruitment 

Some organisations use their websites as another method of recruitment, allowing candidates to post 

their CVs online. Tools are available that should be used to screen this data and to make comparisons 

with the job specifications and the recruitment criteria and thus narrow down the list of potential 

candidates. 

 

Question 3 

 

Jessica has successfully completed the recruitment and selection processes. She now needs to 

make a selection decision and decide which applicants should be offered the positions. Advise 

Jessica on the two options available to her in making this decision. Discuss which method will 

be more suitable to her.   

 

 

(5) 

 
To answer this question successfully you had to study "The selection decision" (section 6.13) in chapter 

6 of the prescribed book. 

 

Deciding which applicants should be offered the positions may be accomplished by one of two 

processes: compensatory selection or multiple hurdles selection.  

The multiple hurdles selection process requires the applicant to pass each hurdle: initial screening, 

application blank, testing, interview, reference checks and departmental interview. (2 marks) 

In the compensatory selection process, all applicants who pass the initial screening complete the 

application blank and are tested; each applicant is interviewed before the final choice is made. The 

applicants are compared on the basis of all the selection information. In compensatory selection, an 

applicant may score low in one area, but the score might be offset by a very high mark in another area. 

This is particularly beneficial to candidates who receive low interview scores because they are very 

nervous and lack self-confidence during interviews but perform very well in aptitude and reference 

checks. The disadvantage of compensatory selection is its cost; a larger number of candidates must be 

processed through the complete selection procedure before a final decision is made. Primarily due to the 

cost factor, the multiple hurdles selection technique, in which a candidate can be rejected at any stage of 

the process, is more common. (2 marks) 

Jessica should make use of the multiple hurdles selection process, seeing that she wants to 

keep costs to a minimum. (1 mark) 

 

Question 4 

 

Now that Jessica has completed the recruitment and selection processes, she needs to 

provide the employees with onboarding and orientation. Jessica argues that she has already 

spent more money than was budgeted on the recruitment and selection processes and that 

the new employees should start working as soon as they are appointed. 

4.1  You disagree with Jessica as you are aware of the benefits of orientation for both the 

employees and the organisation. Provide Jessica with some information on orientation 

and tabulate the benefits of employee orientation.                                                          (5) 

 

 

 

 

 

 



 

8 

4.2  Jessica still believes that orientation is useful but not essential as she has done some 

research and found that not all companies offer orientation. Give her some reasons as to 

why some organisations do not provide effective orientation.                                          (5) 

 

4.3   Who will be responsible for orientating the new employees at Mobile Catering and what is 

expected of them?                                                                                                    (5) 

 

 

 

(15) 

 

To answer this question successfully you had to study "Benefits of orientation", "Reasons for the lack of 

effective orientation and onboarding" and "Responsibility for onboarding and orientation" (sections 7.3, 

7.4 and 7.5) in chapter 7 of the prescribed book. 

 

4.1  The benefits of an effective orientation programme are as follows:  

 higher job satisfaction 

 lower labour turnover  

 improved safety  

 a greater commitment to values and goals  

 higher performance as a result of faster learning times  

 fewer costly and time-consuming mistakes  

 reduction of absenteeism  

 better customer service through heightened productivity  

 improved manager/subordinate relationships 

 a better understanding of company policies, goals and procedures 

 

4.2  The following have been advanced as reasons for the absence of effective orientation in 

organisations:  

 The supervisors responsible for the task either lack the time or the ability to fulfil this obligation.  

 Organisations do not regard anxiety and stress owing to insecurity and unfulfilled expectations as a 

primary cause of labour turnover among new employees. They therefore consider orientation as a 

means of reducing anxiety and stress as unnecessary.  

 Organisations regard effective recruitment, selection, training and development as substitutes for 

orientation.  

 Where orientation programmes are introduced, the key components are lacking.  

 Orientation is aimed at inducing new employees to adhere to organisational practices and 

procedures, while little attention is paid to instilling loyalty and commitment to the organisation in 

new employees.  

 Employees who are transferred or promoted within the organisation are not subjected to orientation 

programmes.  

 Orientation programmes are not followed up, that is to say, the success of these programmes is not 

determined.  

 Orientation programmes often concentrate on promoting the image of the organisation.  

 

4.3  Jessica or Steve. Since Jessica has been more involved in the HR planning process, she should 

provide orientation to the new employees. Her duties should include: 

 providing the employees with all the information they require to function as effectively and efficiently 

as possible 

 introducing the new employees to their co-workers 

 explaining job duties and responsibilities 

 explaining company policies, rules and regulations 
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Question 5 

Because Jessica is expanding her business, she must manage the placement of individuals 

within her organisation. Define "internal staffing" and discuss the three types of internal staffing 

strategies that are available to her.  

(8) 

  

To answer this question successfully you had to study "Types of internal staffing strategies" in chapter 8 

of the prescribed book. 

 

Internal staffing is the placement of individuals already in the service of the organisation, based on 

additional information such as all aspects of their performance since their appointment, as well as skills, 

competencies and qualifications obtained. (2 marks) 

Types of internal staffing strategies: 

Pure selection strategy (1 mark) 

The most qualified person for each position is chosen. This strategy is maximally responsive to the 

organisation. The organisation can use mathematical formulae to assist it in its decisions. (1 mark) 

 

Vocational guidance strategy (1 mark) 

A person is placed in the position for which he or she is the most qualified. This strategy is maximally 

responsive to the individual. An example of this strategy is the Assessment-Classification Model. (1 

mark) 

 

Compromise staffing strategy (1 mark) 

This strategy lies in the middle between the pure selection and the vocational guidance strategies. The 

compromise staffing strategy attempts to achieve the best allocation of available employees to fill 

vacancies while meeting organisational and individual needs. (1 mark) 

 

4 CONCLUDING REMARKS 

I trust that these guidelines are clear and that you have found the feedback valuable. If you have any 

questions about the content of this module, please don't hesitate to contact me.  

 

Start preparing for the examination well in advance and be sure to read the questions in the examination 

paper carefully. 

 

I wish you every success in the examination. 

 

Kind regards, 

Miss K Gani 

Lecturer: HRM2601 

DEPARTMENT OF HUMAN RESOURCE MANAGEMENT 

UNISA 


