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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)

e AJob analysis is the process by which management systematically investigates the tasks,
duties and responsibilities of the job within the organisation.

e Many organisation undergo reconstruction and changes and changes to job descriptions
are core management issues HR professionals have to constantly rework job description
to match new realities such as

o Organisation reconstruction due to downsizing

The need to motivate and reward people

The impact of technology

Labour legislation pertaining to employment equity

o O O O

The implementation of teams

1.2 Identify and briefly discuss the different methods of information collection that are applicable
to Mobile Catering.
e Working sample: With the expansion of the business the clerical and service concerns

will grow as well. Making this task difficult for Jessica and her husband to manage so it
will be important that staff are able to perform these duties.

e Interviews: this form of collecting information will help Mobile Catering identify training
and performance appraisal needs of their new staff.

e Diaries: diaries are normally filled out at specific times of the work shift.the advantage of
using these are cost effectiveness, comprehensiveness regarding the duties conducted
and time spent on each duty and also personal gratification workers get from
completing their diaries.

e Specific methods: these are technique’s that have been developed internationally and
many that has been developed in SA.

o The job element method
o Ability requirement scale
o The comprehensive occupational data analysis program ( CODAP) ETC....

e Functional Job analysis: FJA is used to analyse what workers do on their jobs in relation

to three work domains:
o Things
o Data
o People



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

e Direct application: this method can provide an inexpensive source of good job applicants
to the organisation, especially for entry level clerical and blue-collar jobs

e Employee referrals: this is also a quick an inexpensive means of recruiting. In skilled,
technical or professional positions, employee referrals can help the organisation pirate
successful employees from other companies.

e University/school campus recruiting: employers’ pre-screening of students has, in many
cases, replaced the old method of selection from the university. Students are more likely
to work harder and start off at an entry level regarding their salary

e Private employee/recruitment agencies: when limited to only four or five applicants, the
agency counsellor will do a better job of screening and will send only those candidates
who have the best chance of being hired.

e Advertising: this method of recruitment is fast, cheaper and can reach a larger number
of possible 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.

The two methods available when selecting candidates as:

e Initial screening

e (CVtracking
For Jessica is would be best to go with the initial screening method as this reduces the time HR will
spend on sourcing out the best candidate

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 budgeted on the recruitment and selection processes and that the new employees
can begin should start to work as soon as they are appointed.

4.1 You disagree with Jessica as you are aware of the benefits of orientation for both the
employee and organisation. Provide Jessica with some information on orientation and tabulate
the benefits of employee orientation.

An effective orientation program will reduce the adjustments of problems with new employees by
creating a sense of new security, confidence and belonging for them. Some of those benefits are
listed in the below table.

Benefits of onboarding /orientation

e Higher job satisfaction
e Lower labour turnover

e Improved safety




e Greater commitment to values and goals

e Higher performance and results from faster learning time.
e Fewer cost and time consuming mistakes

e Reduction in absenteeism

e Better customer service through higher productivity

e Better understanding of company policies, goals and procedures

4.2 Jessica still believes that orientation is useful though 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.

If attention is not paid to proper onboarding it can have a huge impact on the organisation and it
may even lead to resignation and staff turnover, lack of motivation and decreased productivity

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

Since Mobile Catering is a small company it will be the responsibility of the employers supervisor or
manager to do this function. They will be expected to ensure that the employees in the section
receive all the information necessary to enable them to function as efficiently as possible. This will
include the induction of new employees to co-workers, explaining job duties and responsibilities as
well as policies, procedures, rules and regulations and alsi taking the employee on a familiarisation
tour of the workplace.

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.

Internal staffing can be classified as the placement of individuals already in the service of the
organisation, based on additional information such as all aspects if their performance since
appointment, as well as skills, competencies and qualifications. The three options available are as
follows:
e Pure selection of strategies: this means the most qualified person for the job is selected
e Vocational guidance strategy: this type of placement tries to place the person in the
position for which they are most qualified
e Compromise staffing strategy: The comparison staffing strategy attempts to achieve the
best allocation of available employees to fill vacancies while meeting individual and
organisational needs.




