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INSTRUCTIONS:

1 A mark-reading sheet has been included. The paper consists of two (2) sections, Section A and
Section B. Section A must be completed on the mark-reading sheet and Section B on this paper
in the space provided. The mark-reading sheet must be handed in together with your
examination paper. Please note that all information on the mark-reading sheet should be
campleted in PENCIL

2  Read the instructions and questions in this paper carefully
3 Choose any two of the three questions in Section B.

4 Write legibly.

5 Encircle the number of each question that you complete in Section B on the cover of the
exammation paper in the column ("Question No.") dedicated for this purpose. See example
below

Question No. -1 2
Section A
Section B

@
@

3

6 A page for rough work has been included for your convenience and use at the end of the exam
paper
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SECTION A: MULTIPLE-CHOICE QUESTIONS (COMPULSORY)

This section must be completed on the mark-reading sheet.
Use a PENCIL when completing the mark-reading sheet.

1.  Simon 1s in the processing of upgrading his bank account to increase the benefits and gain
access to premier banking services The bank has requested certain documentation that he
needs to provide with hus apphcation, including a copy of his latest paysip. Simon cannot
remember where he has placed this payshp. Where can he access an electronic copy of his

payslip?

1 The internet
2 The intranet
3 The extranet
4  HR portals

2 Investment Return Funding is currently compiling its annual reports for chents to report on ther
investment growth. Duning this reporting season, it 1s extremely busy and employees cannot
complete therr jobs during the nomnal 900 to 17 00 working hours. Which employment
alternatives should the company use to assist in gethng the extra work done? Bear in mind that
the increased work load is a temporary situation and that the company needs knowledgeable,
expenenced employees. The company should also be mindfut that compiling reports i1s stressful
on employees and over burdening them may iead to employee burnout.

1 Assigning overtime work to current employees.

2 Hiring alternative help

3 Leasing employees,

4 Outsourcing services to a third-party organisation

3.  Frederick Taylor, the father of the scientific management approach, adopted an objective view In
studying how work could be efficiently designed. He believes that employees should be
-rewarded by

fiexible work hours

increased responsibility of duties

incentive pay

organisational support to increase personal development

W=

4, |van is the HR manager of a large clothing manufacturing company. He 1s responsible for
managing people within the company to make sure that they are performing ther duties
correctly Ivan must learn to stand up for his belefs and maintan a far-minded and objective
approach in managing his employees. This 1s known as

1 personal credibility
2  change mastery

3 business mastery
4 HR mastery
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Job specialisation 1s the process of designing jobs in such a manner that entails that very few are
being tasks repeated throughout the work day. One of the problems of overspecialisation 1s

the negative effect on the economy
employee burnout due to high mentai effort
high training costs

that there 15 no room for employee inihative

b WM -

Sasha has been working at Silver Lining Productions for three years as a film editor Her
performance at work is above average and she meets all the deadlines Sasha has applied for a
vacancy as a senior editor as she meets all the required cnteria. However, the position was
given to an external candidate. She now feels very dissatisfied and this has affected her work
performance How can Siver Lining Productions resolve this situation and avoid future
situations like these?

1 Design an internal staffing programme.

2 Send Tasha on an employee wellness programme to improve her morale
3 Dismiss Tasha on the basis of poor work performance

4 Promise her a promotion in the future to keep her motivated.

Employers must take vanous factors into consideration in designing an effective internal staffing
programme In the case of a large number of applicants and a small number of posts {(a small
selection ratio), the company 1s likely to

minimise the pure selection strategy
maximise the pure selection strategy
minimise the vecational guidance strategy
maximise the vocational guidance strategy

W=

Organisations within the 21-century world of work take cognisance of developing an employee’s
employabiity. An employee can only achieve hisfher personal goals f his/her expectations of
his/her employer and the employer's expectation of him/her are clearly spelt out during the
negotiation process. This unwntten agreermnent between the employer and employee 1S known
as the contract.

physiological
psychological
psychometnc
psychiatric

W N -
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Dawvid McClelland identified three needs that affect motivation as a need for achievement, a need
for affiliation and a need for power. A need for achievement can be associated with a desire to

become members of groups
obtain control

accept responsibility

build interpersonal relationships

SN -

Maryam has just graduated from the University of South Afnca with a bachelor's degree mn
Education. She has successfully contracted a job at a local Muslim School in Pretonia  Starting
a new Job 1s considered to be one of the most stressful Iife experiences and organisations must
ensure that they try to eliminate any uncertainties and anxieties that a new employee may feel
What process should the school follow in ensunng that Maryam overcomes these anxieties?

1 Recrutment

2 Selection

3 Internal staffing
4 Orientation

One of the key challenges South Afnican organisations are faced with 1s recruiting good, skiful
applicants. According to a survey done in 2009, the largest potential source of workers is the
non-working women carng for therr families at home What strategies can employers use to
persuade these women to enter the work force?

1 Introduce flexitime

2 Offer exaggerated compensation packages for women, which do not apply to men
3 Recruit women from other countries.

4 Change promotional critena to be higher for women than it 1s for men.

How can an organisation hmit or avoid the effects of the Peter principle?

1 Use of temporary titles — probation period.,

2 Use external recruitment as a preferred means of filling positions.
3 Promote employees on the basis of seniority only.

4 Ofter far promotional opportunities to men and women.

Tyre Fit 1s a large company specialising in helping you choose the right tyres for your vehicle.
They provide several services and have branches across South Africa. Jmmy, who works in the
Boksburg branch as an office assistant, has resigned The company needs to replace him with a
new office assistant. Keeping in mind that it does not have a large budget for recrurting a new
assistant, which method of recrutment should be used to fill this position?

1 Recruitment agencies

2 Direct applications

3 Advertising via newspapers
4 E-recruiting
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Primemark 1s in need of a new store manager for ts East Rand store  The company has a short
deadiine to hire the new manager and needs someone who is willing to start work immediately.
The best advertising media to use in this situation 1s

magazines
direct mail
billboards
newspapers

BN =

Leasing employees 1s an alternative to recruiting new employees and has become very popular
in South Afnca due to the benefits it provides for employees Leasing benefits employees
through

1 offering employees job secunty
2 increased benefits

3 ncreased mobility and flexibility
4 increased autonomy

Compames in South Africa are responding to the skilled labour shortage with a number of non-
traditional recrutment strategies Which of the following strategies are commonly used to
overcome these challenges?

Employee relocation
Headhunting
Telerecruiting
Pirating

W=

Ddferent factors should be taken into consideration in conducting the recrutment process. The
is an important statistic that must be understood and used in the recrutment
process

1 unemployment rate

2 empioyment rate

3 labour force participation rate

4 economically inactive participation rate

Christina has started working at Pretoria Central Hospital as a paediatric surgeon Her speciality
1s orthopaedics and although she does enjoy working as a paediatric surgeon, she is unhappy at
work Three months after taking the job, she hands in her resignation. The situation reflected
above 1s very common and takes place when employees voluntarily quit their jobs as they do not
feel they fit in properly What process can organisations follow to ensure that this does not
happen?

1 Recrutment

2 Selection

3 Organisational career planning
4 Internal staffing
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Kgomotso has noticed that her colleague Debra has been submitting claims for unauthonsed
overtime pay and travel expense. Her organisation has a strict policy on these claims and clearly
states that employees should take extreme caution in submitting claims correctly. According to
the policy, Debra’s actions are illegal and she may be suspended or even dismissed Kgomotso
needs to report this behaviour to her manager, but she 1s afraid of what Debra may do. What
method of communication can Kgomotso use to effectively report these activihes whilst shil
protecting her identity?

1 Communication meeting

2 Complaint procedure through an ombudsman
3 An e-mail to her manager

4  Anopen-door meeting

With this system, all control and accountability are placed in one centralised location. This
allows for strict control over the system and reduces costs. This 1s the
configuration of the HRIS.

1 hybnd approach
2 independent

3 distributed

4 concenirated

The HR planning module of the HRIS

1 focuses on the collection and maintenance of data that underlie succession charts and
includes employee qualifications

2 may provide information to estimate future labour supply and demand by analysing current

staffing levels

collects, stores and mantains records of individual qualifications and expenence

4 contans all basic information in the HRIS and 15 used to suppont turnover analysis and
performance appraisal reviews

W

Adnaan works in the HR department at Global Flyers. He forms part of an HR team that
monitors HR 1ssues and implications, and participates in developing overall goals and strategies

for the organisation. This 1s an example of a/an hnkage.
1 review

2 reaction

3 input

4 decision inclusion

The SHRP process can be divided into the following steps

1 Sttuation analysis, HR demand analysis, HR supply analysis, strategy development.
2 Succession plan, HR demand analysis, HR supply analysis, action formulation

3 SWOT analysis, HR demand analysis, HR supply analysis, strategy development.

4 Srtuation analysis, HR demand analysis, HR supply analysis, performance appraisal.
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Prniya 1s a sentor manager at Candy Buffet After 12 years of working here, she has decided to
resign to pursue other interests. Candy Buffet has mmediately promoted Katrina to the position
of senmior manager This replacement and decision was made according to the long-term plan
the organisation has in place with regard to replacing key employees. This process 1s known as

workforce planning
talent identfication
succession planning
SHRP

SN -

studies the way work moves through the organisation and usually begins with
an examination of the desired and actual outputs with regard to quality and quantity

The re-engineering business process
Workflow analysis

Cost-beneftt analysis

Worker productivity

O =

Shawn 15 a baker and is responsible for prepanng and baking cupcakes each day. The bakery
has decided that Shawn 1s performing well and that his job scope should be increased by
allocating more tasks to him. This 1s known as

1 Job enrichment
2 job enlargement
3 job rotation

4 job design

Tax Auditors has implemented a system whereby employees are only expected to be at work
durning core hours of certain days of the week. What type of work arrangement 1s being used?

1 Job simplfication

2 Compressed work weeks
3  Job shanng

4 Flexitime

Job analysis data can be gathered through the following methods.

1 Interviews, histonicat data, questionnatres.

2 Questionnaires, expenmentation, observations.
3 Observations, market data, experimentation

4 Observations, nterviews, questionnaires
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29. The process of moving a worker to a lower leve! of duties and responsibilities 1s known as a

RS I\

transfer
demotion
lay-oft
retrenchment

30. What Is an assessment centra?

1

wWMN

A coliection of instruments and exercises designed to diagnose an ndividual's
development needs.

The place specifically established for selection screening

A procedure for evaluating training and development programmes.

The organisation’s centralised employee performance appraisal system.

[TOTAL FOR SECTION A = 30 MARKS]

SECTION B: ESSAY QUESTIONS

PLEASE NOTE: Answer any TWO of the three questions in this section in the space provided. Please
use headings and sub-headings and make sure that your handwnting is legible. Circle the numbers of

the guestions you answer on the cover page of the examination paper. See example below:

Question no. 1 2
Section A
Section B
@)
2O

3

QUESTION 1 « Do not write in this space.

i1 Gregory 1s a financial consuftant at Investment Corp speciahising i designing long-term
retirement plans. He has been working at the company for 18 months and durning this tme his
productivity has been significantly decreasing. Thomas, his manager, has noticed the change in
Gregory’s behaviour and has decided to do a job satisfaction survey amongst his employees

11.1  Whatis the purpose of a job satisfachon survey? (2)

[TURN OVER]
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Discuss the four elements that most employees reported as the elements they best
liked about therr job (4)

Discuss the four elements that most employees reported as the elements that
contribute towards job dissatisfaction. (4)

(10)

[TURN OVER]
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1.2

Big Brand Marketers is faced with the problem of deterrmining an appropnate budget. The
HR professionals within the company argue that a large budget 15 needed to provide for
traning programmes The company has decided to conduct a cost benefit analysis to allow
HR professionais to generate support from top management who ultimately have control over
the budget. Provide a bnef discussion on the core HR activities that should be included in this
analysis. (10}
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QUESTION 2: «— Do not write in this space.

2.1 Dylan 1s the HR manager at Bite Sizers, a company that specialises in manufacturing high
volumes of snacks Dylan realises that employee job design plays an mportant role in
maintaining his relationship with his employees and also the relationships amongst employees
You have been recruited to assist Dylan with designing jobs In such a way that it will increase
employee productivity and job satisfacton  Define job analysis and discuss the three
approaches to motivation-intensive jobs. You also need to provide a practical example of each

approach. (10}
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Emily Stander 1s the HR manager at Networking Recruitment SA  She 1s responsible for
managing 214 staff within the Brooklyn-based branch Give her a brief descnphon on intemal
staffing and discuss five approaches to internal staffing, so that she may keep this in mind
regarding employee decisions she will have to make in the future. (10)

[TURN OVER]
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QUESTION 3 9 <« Do not write in this space.

3.1

You are the HR manager of a large recruitment consultant company You have determined
that you need to develop and mplement an HRIS database for your company Brefly discuss
the ten activities that must be conducted dunng the needs analysis phase. (10)

[TURN OVER]
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3.2 Chefs and Bakers has a large store in Bryanston that specialises in the impornt of fine food
ingredients and baking items. The company has decided to develop an online store to increase
its customer pool by making these products available to customers who cannot visit the store It
1s currently in the process of hinng three new staff members to assist them with the onfine
development. Discuss the five steps that should be followed in the selection process of these
employees. (10)
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[TOTAL FOR SECTION B = 40 MARKS]
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CHECKLIST v

Did you complete ali the multiple-choice questions?

Did you fill in all your personal particulars on the cover of the examination paper?

Did you place your completed mark-reading sheet in the examination paper?

Did you encircle the numhers of the TWO questions you completed in section B of

the paper on the cover of the examination paper?
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