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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 Gary 1s an assistant at National Bank SA and works in the marketing department His
colleague Jessica, who 15 employed on the same job grade as Gary, 1s an administrator who
started working at the company on the same day as Gary and who specialises in scheduling,
has resigned because she wants to further her studies The managers within the marketing
department have decided that they can't afford another administrator to do Jessica's work
and that Gary should do both his own and Jessica's work  This 1s an example of which
motivation-intensive techmque of job design?

1 Job enlargement
2 Job rotation

3 Job ennchment
4 Job improvement

2 You are the HR manager at a large retasl store  The store 1s expanding and the manager wiil
be hiring several additional employees Your senior manager has allocated to you the task of
designing and implementing an orientation programme for the store to effectively onentate
the new staff members What i1s the first thing that needs to be developed bhefore the
programme can be designed?

-

The budget for the programme

2 The matenals, faciities and personnel to be used
3 The ornentation policy

4 Job-related information

3 Which of the following statements best descnbes the human resource approach to
management of human resources?

1 Managers should use fear and inhmidation to motivate employees
The “one best way” method should be used to complete all tasks

3 Policies, programmes and practices must be created that satisfy both the economic and
emotional needs of employees

4 Treating employees with dignity and respect will lead to higher productivity

4 Dalinda Coetzee 1s the HR manager of an online clothing store and she has determined that
the store has certain staffing requirements She has decided to use recrutment as
a recrutment source, because the applicant pool 1s bigger, new ideas and contacts are
established and it can reduce internal infighting and minimise the Peter Pnnciple  Choose
the correct optien below

internal

external
internet
media

AW =
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Kendal 1s an administrative assistant at Thomas Law Attorneys and she 1s responsible for
analysing and determining the skills and attributes required for performing a specific job
This process 1s known as

Job enlargement
1ob enrichment
|ob evaluation
Job analysis

WD -

Peter 1s a business school graduate who has just taken on an internship at a large global
accounting firm  He has witnessed that his direct supervisor displays racism towards
employees from different races and this makes Peter feel very uncomfortable What 1s the
best method of communication that Peter can use to address this problem while still
protecting his (dentity?

1 An open-door meeting with his manager to discuss the matter
2 Comments in the suggestion box

3 Lodging a complaint following the official complaint procedure
4 Sending an e-mail to his manager or someone senior

The changing demographics within South Africa are creating a diverse workforce One of the
challenges that many organisations are faced with 1s managing diversty To manage
diversity means

tolerating differences

accommodating differences

managing employees as individuals
recruiting and hiring more younger workers

SN -

Which one of the following 1s the correct order of Maslow's hierarchy of needs?

1 Basic, security, self-esteem, social, achievement

2 Psychological, securty, recognition, love, self-actualisation
3 Physiological, safety, belonging, esteem, self-actualisation
4 Existence, relatedness, growth

Nazeer 1s conducting interviews to hire candidates for new vacancies within the company
During these Interviews he asks the candidates questions and, based on their responses to

those questions, he asks further questions This is an example of a/an interview
1 stress

2 structured

3 unstructured

4 behavioural
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Singh has just been appointed as a new recruitment consultant at Career Seekers Junction
During his first week of orientation he has to provide information such as his name, identity
number, date of entry, telephone numbers, family particulars and other basic information

required by the organisatton This information can be accessed on the module
1 basic personnel

2 human resource planning

3 applicant tracking

4 position control

Which of the following 1s the most basic use of an HRIS in an organisation?

1 Employment equity and affirmative action tracking

2 Maintaining job description and job specification information
3 Centralisation of all job postings

4 Automation of payroll and basic personne!l information

IS the process through which company goals, as put forth in mission statements and
company plans, are translated intc HR objectives to ensure that the company s neither
overstaffed nor understaffed and that employees with the appropriate talents, skills and
aspirations are avalable to carry out their tasks in the nght positions at the nght times

Human resource planning

Human resource supply analysis

Strategic human resource planning
Strategic recruitment and selection planning

A WN —~

Kimberly Breytenbach 1s a call centre agent Her job requires her to complete the same tasks
throughout the day Her job 1s very basic and does not require her to be highly skilled,
therefore Kimberly was not given any formal on the job training The above situation is an

example of the approach to job design
1 multi-skilling

2 soclo-technical

3 motivahon-intensive

4 specialisation-intensive

Justine 1s a senior lecturer at a distance education institute She does not have to be
available at the office at all times and her job allows her the flexibiity to work from home
She 1s, however, connected to the internet to provide feedback to her colleagues and to be
avallable to her students at all times The type of work arrangement 1s known as

1 telecommuting

2 compressed work weeks
3 flexatime

4 Jjob sharing
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The HR manager at Faster Solutions 1s conducting a job anaiysis to identify employee
traning needs He would also like to take this as an opporturity to probe employee and clarfy
areas of concern that they may have Which type of information collection method s best
suited to this case?

Site observations
Interviews
Questionnaires
Work sampling

W =

Cindy Mare has been working at Sweet Emporium for the last seven years A vacancy for
executive manager of sales opens up and Cindy applies for this promotion opportunity
Cindy 1s not granted the promotion — rather, it 1s given to Mark, an employee who recently
joined the organisation Cindy feels that her promotion was rejected as she was a female
This type of situation 1s known as

the glass ceiling approach
the Peter Principle approach
pirating

the technmique trap

W NN =

The economic downturn In South Africa has had a negative effect on several companies and
businesses Ricky, the owner of Plastic Warehouse Manufacturers has taken the decision to
cut some of the extra costs He currently has a large pool of empioyees (including full-time
employees, part-time employees, external contractors and those who work overtime) which
offer assistance and support during peak periods Which measure should Ricky consider to
take first?

Lay-off full time employees

Lay-off part-time employees

Terminate agreements with external contractors
Reduce overtime

o G N =

Cookie Delghts 1s n the process of rebuilding therr factory after it burnt down In September
2013 The company has decided that, until the new factory Is ready for use and functioning,
the employees will be put on unpaid leave and called back as scon as normal functioning
resumes This type of staffing strategy 1s known as a

demotion
transfer
retrenchment
layoff

B WN -

The internal supply of human resources is influenced by

actions of competing employees

training and development programmes
government requlations and pressures
changing workforce composition and patterns

B WO =
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The internal staffing strategy which places the person m the position for which they are most
qualified and which 1s maximally responsive to the individual 1s known as the
strategy

pure selection
compromise staffing
attrition

vocational guidance

oW N =

Employees go through certan career stages At present, Sipho I1s experiencing some anxiety
and uncertainty over his performance potential and competency at work He also requires a
supportive and caring superior to assist him in becoming a more productive employee
Which career stage best charactenses his current phase?

Establishment
Advancement
Withdrawal
Maintenance

B WN =

Lerato Modise works In the HR department at Financial Networks  She 1s directly involved in
the strategic planning process of the company and she participates in developing the overall

goals and strategies of the company This 1s an example of a/an linkage
1 review

2 reaction

3 input

4 decision inclusion

Azraa has been allocated the duty of choosing the person best suited to fill the position of the
new primary school teacher This process Is known as

orientation
recruitment
selection
internal staffing

A WMN =

Which of the following are the two factors In Herzberg's theory of motivation?

1 Self-actualisation and safety
2 Motivator and hygiene factors
3 Motivators and demotivators
4 Valence and instrumentality
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Brick and Lane CC make use of the buddy system to assist new employees during
onientation to get acquainted with the orgamisation Shawn has just started working at the
company In the marketing department Who would be the best person to look after him using
the buddy system?

1
2
3

4

Lisa, an employee younger than Shawn

Taryn, an employee from the HR department

Simon, an empioyee in the marketing department who I1s on the same job grade as
Shawn

Gareth, a senior partner In the marketing department

You have been allocated the task of providing your employees with job enrichment to
increase the depth of ther jobs Which of the following will NOT contribute towards job
enrichment?

1
2
3

4

Increasing your employees accountability for work by reducing external control

Rotating your employees among different jobs

Giving your employees an entire project to complete rather than one component of the
project

Providing your employees with feedback reports on their performance

Refilwe 1s busy drawing up the policy framework for promotion within her organisation
Advise her as to the three principal criteria required for determining promotions

W N

Menit, seniority and potential
Senionty, salary and skills
Knowledge, salary and skills
Sentonty, knowledge and luck

Is the process Involving the establishment of career goals and attaining the means

to achteve these goals

bW N =

Individual career planning
Career development
Career screening

Career counselling

The extent to which the work requires several different activities for successfu! completion

indicates its

1 skill variety

2 task identity

3 task significance
4 autonomy
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Elizabeth 15 the HR manager of Dehghtful Confectionery, a company with around
30 employess and that 1s situated in Sandton The company’s owner wants to open another
branch n Hyde Park, and they have requested that Elizabeth do Strategic HR Planning
(SHRP) in order to ensure that theirr HR needs for the future are addressed A month after
Elizabeth s given this task, her managers call a meeting to find out where she is in this
process She tells them that she 18 in the process of determining the total manpower
requirements of the company by looking at past trends in the area and also past productivity
levels in order to project the company's future needs Which step In the SHRP process 1s
she busy with?

HR supply analysis
HR demand analysis
Siuation analysis
HR needs analysis

W =

[TOTAL FOR SECTION A = 30 MARKS]
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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 1s
legible. Circle the numbers of the questions you answer on the cover page of the
examination paper. See example below:

Question no. 1 2
Section A
Section B

)
- ©)

3

UESTION 1 « Do not write n this space.

Amela, the manager of the HR department, has been tasked with changing the HR system from a
manual paper-based system to a computerised one  She has full support from top management
regarding this project and she, together with her department, will take full responsibility for the
Implementation of the computer system Advise her on the steps that need to be followed mn
designing the system, as well as on some of the activities that are of importance in each of these
steps (20)
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QUESTION 2 < Do not write in this space

21

Sasha has been working at Diversity Limited for three years as a graphic designer She has
Just handed in her resignation as she I1s getting married and moving to Turkey The company
needs to filt this vacancy and has decided to make use of internal recrutment Discuss the
advantages and disadvantages of using internal recrutment and identify the most effective
method of job posting You need to justify your answer (10)

[TURN OVER]
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22 The external environment presents a number of challenges to HR professionals

Discliss
any five (5) of these challenges that apply to the general context

(10)
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QUESTION 3 < Do not write in this space.

3.1

Faheemah and Zaid have three children, ten, seven and four years old Zaid works as a
manager at a petroleum company and Faheemah works as a marketing manager at JSB
Enterprises Zaid's position requires him to work long hours and to do much travelling Both
parents need to work to sustain a good standard of living, as well as to ensure their children
have a good education All this makes for a difficult situation in therr daily ives

Organisations are faced with a growing number of duat-career couples ldentify and explan

five personal and organisational problems that Faheemah and Zaid could be facing in ther
current situation (10)
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3.2 Glam Mag SA has recruted 12 new graduates for theirr 2014 graduate programme This
programme aims at developing the employability skills of these young graduates by giving
them the opportunity to participate in a 12-month programme that will prepare them for the
working world  You are an HR officer in charge of orientation in the organisation Glam Mag
SA currently has no formal orientation programme in place You have been informed by the
head of HR that there wilt be 12 new employees commencing duty at the beginning of the
next month  Name and briefly discuss some of the steps that must be followed when
implementing an orentation programme {(10)
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[TOTAL FOR SECTION B = 40 MARKS]

©
UNISA 2014

CHECKLIST v

Did you complete all 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 circle the numbers of the TWO questions you completed in section B of
the paper on the cover of the examination paper?
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