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1 A mark-reading sheet has been included The paper consists of two 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 shouid be
completed in PENCIL

Read the instructions and questions in this paper carefully.

Choose any two of the three questions in Secticn B
Wirite legibly

Encircle the number of each question that you complete in section B on the cover of the
examination paper n the column (*Question No") dedicated for this purpose See example
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below.
. Questionnc 1 2
Section A
Sectjgn B
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3

5 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 April is a lecturer at a local further education and training (FET) college. She 1s undertaking
research on the subject she will be lecturing in the upcoming year at the college. She knows
a ot about the subject but wants to advance her knowledge in the tield.

What 1s this type of research known as?

1 HR research

2 Pure research

3  Applied research
4 Historical study

2 Which one of the following describes an assessment centre?

1 A collection of instruments and exercises designed to diagnose an individual's
developmental needs

2  The place specifically established for selection screening

3 A procedure for evaluating training and developmental programmes

4  The organisation’s centralised employee performance apprarsal system

3 The human resource approach was instrumental m mproving the working environment, but
this approach did not account for several areas of behaviour that were of interest at the time.

Which of the following behaviours was not addressed?

The concept of Indvidual differences
The concept of leadership styles
The concept of soclal sacurity

The concept of group relationships

HWN =

4 Sumaitya (Linda’s direct superisor) who is working at Sweetmart Distnbuters realised that
Linda's performance has decreased over the last few months Sumaiya decided to motivate
Linda to help her to Increase her performance and make her feel positive again  Sumaiya
scheduled a meeting with Linda and together they decided on specific goals that Linda needs
to achieve by the end of the year Which motivaton theory did Sumaiya use?

Achievement motivation
Positive reinforcement
Goal-setting

The great debate

W=
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Telecommuting is becoming extremely popular, but it does not work for everybady. One
problem is that .

people cannot be trusted to work without supervision

technology 1s not sophisticated enough

losing vistbility at work can disrupt a career

employee benefits, including medical aid membership, do not cover working at home

AWM=

The process through which company goals, as put forward n mission statements and
company plans, are transiated into human resource {HR) objectives to ensure that the
company Is neither over- nor understaffed, and that employees with the approprate talents,
skills and desire are available to carry out therr tasks In the nght jobs at the nght times, 1s
called the process.

HR planning
strategic HR planning
workforce planning
operaticnal planning

N =

A typical onentation programme in a large organisation is developed and monttored by

the new employee’s co-workers
the chief executive officer (CEQ)
the human resource depariment
the new employee’s supervisor

BON-=

You are employed as a recruitment officer and you have already advertised the vacant
positton of an administration officer intemally No surtable applications were receved and
now you have to advertise externally. Which one of the following would be the most
appropnate advantage of recruiting external candidates?

The applicant pool 1s greater

It increases the morale of all employees
It 1s cheaper

It has a greater chain effect of promotion

W=

Which ore of the following legislation 1s the least important dunng the recrutment phase?

Labour Relations Act

Employment! Equity Act

Basic Conditions of Employment Act
Occupational Health and Safety Act

BN =
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Mr Jacobs I1s the Managing Director of a large electriety provision company in South Africa
He promotes the internal staffing strategy in terms of which the most qualified person for
each position is chosen Mr Jacobs prefers this staffing strategy because the company can
use a number of mathematical formulae to assist them with decisions. This staffing strategy is
maximally responsive to the organisation Which staffing strategy does this reflect?

1 A vocational guidance strategy
2 Apure selection strategy

3 A compromise staffing strategy
4  An effective staffing strategy

Lucy has been working at Parry Supplies for three years and has now gotten mamed and
decided to resign. The organisation regrets losing such a valued colleague and friend Who
would be the best person to conduct an exit interview with Lucy?

The direct supervisor

Someone from the HR department

A colleague

A panel of interviewers including the direct supervisor, a person from the HR
department and a union representative

N -

South Africa has one of the lowest productivity levels in the world. A cntical factor that
contributes to this situation is

poverty

technology

the external environment
job design

W=

At the end of 2014, it was noted that several employee changes occurred within Digital Boost
Limied Three employees had passed away and seven had terminated thewr services at the
organisation These changes have increased the company's employee reduction rate. This
has had a direct effect on ntemal staffing and is knownas ______

attrition

general economic trends
career plateau
recrganisation

W -
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14 On the 14th of July 2014 Mrs Peters along with members of the school board conducted ten

15

16

17

18

Interviews for the position of Headmaster at the Pretora High School After much
consideration, the decision to appoint Mr Davis as Headmaster was taken based on his
experience and qualifications.

To which process does the above case refer?

Recruitment
Mentoring
Selection
Job posting

W=

Which type of advertising media would you use when time and geographic imitations are not
of utmost importance?

Newspapers
Magazines
Directories
Direct maul

SO -

Job seekers, particularly hourly workers, consider various factors when looking for a job.
Which one of the following Is most important to the job seeker?

1 The extemal labour market

2 Comparing different benefit plans of the organisation
3 Company policies and procedures

4 Opportunities for promotion

The aim of is to provide an adequate supply of appropriately qualified indviduals to fil
Jjobs in an organisation

diversity assessment and training
recruitment and selection

HR planning and analysis

HA development and maintenance

2w -

Mary is an accountant employed by a flower distribution company She Is extremely capable
and is currently responsible for capturing information on the company’s debtors and credttors
on the accounting software program Her direct supervisor, Tom, unexpectedly passes away
and the owner of the business approaches her to temporanly take on Tom’s responsibilities
as well. She is very excited and motivated by tius new challenge. In terms of job design, this
is called job

rotation
enrichment
evaluation
enlargement

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

Centralisation of all job postings

Automation of payroll and basic personnel information
Maintaining job description and job specification mformation
Employment equity and affirnative action tracking

W N -

20 Inwhich cne of the following situations is the use of temporary workers sensible?

The ndustry has a history of high tumover.

Govermment regulations make it too expensive to hwe permanent employees.
The work 1s subject te seasonal or other fluctuations.

The organisation wants to reduce its benefits costs.

WO N =

21 lvan s a successful project manager at Glocell The HR recrutter from a rival company called
him to offer him a job with better working condrtions, an increased salary and added benefits.

Which type of recruitment 1s the recruiter following here?

Old boy networks
e-recruiting
Pirating
Networking

W -

22 Grandular Fertiiser Company would like to hire a warehouse supervisor The company has
placed a notice on its employee bulletin board announcing that it will be acceptng
applications for this new posttion. This bulletin board notice 1s an example of a(n)

transfer opportunity
work notice
employment ofter
job posting

=W -

23 Job analysis data can be gathered by the following methods:

interviews, historical data, questionnaires
questionnaires, experimentation, observations
cbservations, markel data, experimentation
observations, interviews, questionnawes

ON =
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The reassignment of an employee to a job with similar pay status, dutres and responsibilities
1s called
1 retrenchment
2 promotion
3 a transfer
4 a demotion

According to Alderfer's ERG theory of motivation, a person will

1

2
3

4

move to the next level in the hierarchy only once the needs of the previous lower lsvel
have been satisfied

be motivated if the need for achievement 1s cniticat for organisational success

only increase his or her job performance through goal setting, in other words if given
measurable goals rather than vague performance standards

concentrate on other needs if one of his or her needs 15 not satisfied

National Carners 1s an airline that wants to appoint five pilots. They have decided to use a
panel interview followed by a test durning the selection process The aim of the test is to
evaluate the candidate’s ability to land and take off safely within the required time and

parameters. The will be the best method to determine this competency.
1 simulation test

2 pen and paper test

3  in-basket exercise

4 assessment centre

Ursula is conducting interviews to appoint candidates for the new internship programme She
makes use of a few open ended questions, whereby she uses the applicant’s response to ask

further questions This is an example of a/an interview.

1 structured

2  directive

3 unstructured

4 stress

The Position Analysts Questionnaire (PAQ) focuses on the elements that descnbe

behaviours necessary to do the job.

W N =

worker-onentated
organisation-orientated
market-onentated
job-orientated
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Buzzcorp s in the process of redesigning their offices, The designers have taken precaution
to ensure that each work station has sufficient lighting, minimal noises that interfere with
worker productivity, and adequate equipment. What is this approach called?
1 Total quality management
2  Ergonomics
3 Robotics
4  Quality assurance
In terms of human resource planning, the HR information that is made available either before
or dunng the strategic planning process reters to inkages.
1 nput
2 output
3  review and reaction
4  decision inclusion

[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 subheadings and make sure that your handwriting is legible. Encircie 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

W

- @,
3

QUESTION 1 ¢«  Students should not write in this space.

1.1 Faster Couner is a company that specialises in speedy door-to-door couner services
specifically designed to meet individual needs The company’s HR department is responsible
for ensuring that good company-wide communication flows to and from employees to
optimise efficiency and effectiveness. Discuss any five (5) methods of communication that
can be implemented within the company to ensure that activities are co-ordinated. (10)

{TURN OVER]
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1.2 Francois 1s the HR manager at Cnspy Delights, a company that specialises in manufacturing
high volumes of snacks He realises that employee job design plays an mportant rofe in
maintaining his relationship with his employees and also the relationships among his
employees You have been recruited to assist Francoss in designing jobs in such a way that it
will iIncrease employee preductivity and job satisfaction Define job design and discuss the
three approaches to motivation-intensive jobs. Give a practical example of each approach

(10)
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QUESTION 2 « Students should not write in this space.

Amelia 1s the HR manager at Floral Innovations, a company that specialises in custom-made flower
arrangements for corporate events, functions and weddings. The company currently uses a paper-
based system to store and maintain employee records and other admirustrative documents in the
HR department.

2.1

2.2

You have just started working for Floral innovations. At the previous company you worked for
you were exposed to human resource information systems (HRISs). You feel that the paper-
based system is ouldated and time consuming, and you decide to approach Ameha with a
proposition. Explain to Amelia what an HRIS is and discuss the benefits of an HRIS {7)

Amela has listened to your proposition and 1s excried about the introduchon of an HRIS in the
company, however, she investigated HRISs in the past and now believes you are only
looking at the positives. She asks you to identity the potential reasons for HRIS failures to
avoid the same happening at Floral Innovations. (7)

2.3 Adwvise Ameba on three (3) HRIS database modules that you could implement at Floral

Innovations. {6}
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32 Jennfer is the HR manager at Designer Intenior. She is responsible for managing 87
employees at the Sunninghill branch Briefly describe internal staffing to her. Name and

explain three approaches to intemal staffing she should keep n mind when making decisions
about appointments in the future (8)
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[TOTAL FOR SECTION B = 40 MARKS]
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CHECKLIST v

Did you complete all the multiple-choice questions?

Did you filt in ail 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 numbers of the TWO questions you completed in section B of
the paper on the cover of the examination paper?
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