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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 

HRM2601/101/3/2018 

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 

HRM2601/201/2/2018 

Introduction, myUnisa, the examination, the prescribed book, feedback on 

Assignment 01 (second semester), important notice and concluding 

remarks 

HRM2601/202/2/2018 

(this tutorial letter) 

Introduction, the examination, comments on Assignment 02 (second 

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". 

 

http://www.unisa.ac.za/
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Unfortunately, lecturers don't have the facilities to send students copies of study material that gets lost in 

the mail. 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 HRM2601/101/3/2018 and HRM2601/201/2/2018 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 (SECOND 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: 

 

Direct Link Recruitment (DLR) started in 1975 when a one-woman placement business opened in 

Sandton, Johannesburg. With little more than passion and sheer determination, it may have seemed 

like the business wouldn't amount to much at first. But there was something extraordinary that 

captured the hearts of their early clients and candidates and the business soon began to grow. Today, 

more than 40 years later DLR now employs over 130 staff members nationally. Top-quality candidates 

trust DLR with their placements during every step of their careers. DLR is responsible for helping 

shape the future of the professional placements industry on the continent by being a fundamental part 

of the Adcorp Group, Africa's largest human capital group. 

 

Sasha Naidoo is a junior recruitment consultant at DLR. She meets clients daily at the office to see 
what their specific requirements are and match their requirements to the best available position. Sasha 
recognises that importance of individuals and strives to look for the qualities and skills that each 
candidate has to make them more marketable in the job market. Being a junior recruitment consultant, 
she has to report back to her manager and supervisor very often in order to determine whether she is 
reaching her desired targets. 
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QUESTION 1 

The company started in a small office block in Sandton. The growth and expansion 

of the company has led to a shortage of available office space. The HR manager 

Priya has done some research on alternate physical work locations that the 

company can make use and she has come across telecommuting. She has 

approached Sasha to ask her if she would be interested in telecommuting. Define 

telecommuting and discuss whether this will be a feasible option for somone in 

Sasha’s position. Furthermore identify qualities Priya should look for in determining 

which employees are eligible for telecommuting. 

 

 

(8) 

 

Reference in the prescribed book Chapter 5 – section 5.8.2 

Reference in the study guide Workbook 04 – section 4.7 

 

Telecommuting: Work carried out in a location, for example a home that is remote from the central offices, 

where the worker has no personal contact with co-workers but is able to communicate with them by electric 

means. 

 

No, she is a recruitment consultant and needs to be physically present at the office to meet with clients. 

 

Qualities to look for in screening prospective telecommuters:  

 Has little need for face-to-face contact with co-workers or customers 

 Can communicate directly from home or other locations to customers 

 Has access to quiet office space at home 

 Is a self-starter and able to work with limited supervision 

 Performs tasks that can be done at alternate physical locations 

 Reports to a supervisor who managers by results, not by surveillance or time clock 

 Works for someone who trusts him/her 

 

QUESTION 2  

Priya has noticed that they have so many job candidates registering their CVs on 

the company’s recruitment portal. She decides to make use of a CV tracking system 

to edit and store the CVs and simplify the process of scanning the applicants 

according to their criteria. Discuss some of the advantages that DLR can 

experience by implementing a CV tracking system. 

(4) 

 

Reference in the prescribed book Chapter 6 – section 6.12.1 

Reference in the study guide Workbook 05 – section 5.10 

 

 Ease and speed of storage which enables all the CVs to be stored and retrived 

 Faster recruitment of applicants because of computerized CVs 

 Improved service to applicants 

 A paperless system that eliminates filing, copying and sorting of CVs 
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QUESTION 3 

At the beginning of every year, DLR recruits 5 new employees to join their graduate 

programme. Discuss university and campus recruiting as a method of recruiting the 

graduates. 

(2) 

 

Reference in the prescribed book Chapter 6 – section 6.5 

Reference in the study guide Workbook 05 – section 5.6 

 

University/School Campus Recruiting 

Employers' pre-screening of students has, in many cases, replaced the old method of selection from the 

University CV repository. Pre-screening programmes are designed to identify top students and begin to 

introduce them to organisations. Professors/teachers may play a critical role in identifying such students.  

Some campus recruiters still use the standard 30-minute campus interview, handing students a copy of 

their annual report and playing a passive role in recruiting. These recruiters may be unhappy with their 

campus recruiting programme, possibly because more aggressive recruiters have already signed up the 

top students.  

 

QUESTION 4 

Discuss the steps that Priya needs to follow in the recruitment process. (8) 

 

Reference in the prescribed book Chapter 6 – section 6.1 

Reference in the study guide Workbook 05 – section 5.4 

 

Step Description 

Step 1:  
Identify job openings 

 

This is done through HR planning or by fulfilling specific requests 
from managers which must comply with affirmative action and 
employment equity plans. The recruiter also has to consider 
environmental influences. These influences can be divided into 
factors outside the HR department but within the organisation (e.g. 
organisation strategy, vision and values), and factors outside the 
organisation but related to the labour market (e.g. the economy, 
competitors, technology and legal influences).  
 

Step 2:  
Determine job requirements 
 

Once the job openings have been identified, the recruiter determines 
the type of person needed for each job. This is done by reviewing 
the job analysis information (particularly the job descriptions and job 
specifications) and considering comments from the manager.  
 

Step 3: 
Decide what recruitment 
sources and methods to use 

A wide variety of internal and external sources and methods are 
available.  

Step 4: 
Obtain a satisfactory pool of 
applicants 
 

The recruitment process should be followed correctly. An 
organisation's unique needs should always be taken into account to 
ensure a successful recruitment effort that attracts the best possible 
applicants.  
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QUESTION 5 

Sasha wants to make sure that the recruitment consultants hire the best person to 

do the job and not be biased to the candidates in any way. Discuss the 

characteristics of objective interviewing that should be practiced at DLR during the 

selection process. 

 

(16) 

 

Reference in the prescribed book Chapter 6 – section 6.12.2 

Reference in the study guide Workbook 05 – section 5.10 

 

Conducting objective interviews is primarily a two-phase process. The first phase is to create a good 

interview setting before the applicant actually arrives and to prepare for the interview beforehand. The 

second phase is to establish a useful questioning period during the interview. The following eight steps 

encompass the characteristics of objective interviewing:  

 Setting: Prepare a system of written records and formalised procedures for the interview.  

 Documentation: Prepare written records and formalised procedures for the interview. Determine 

how the interview will be documented at its conclusion to provide a formal record of the outcome. 

 Standardisation: Standardise the interview format. Determine a line of questioning that includes 

the applicant's prior work history, special abilities, skills and educational background. This will 

provide a framework for consistency in the information-gathering process. 

 Scoring: Determine how the interview will be scored. An applicant may be scored in each area 

relevant to the job, as well as on the basis of the applicant's response to questioning. If several 

people interview the same applicant, they should compare scores afterwards and challenge each 

other to support their scores.  

 Reviewing specifications: Review the job description and job specification for the particular job 

before each interview. Since the interviewer may see applicants for different jobs, the important 

aspects of each job must be fresh in the interviewer's mind. 

 Reviewing the application blank: Review the application before the interview, looking for 

possible problem areas that require additional information and areas of possible strengths and 

weaknesses that should be discussed in more detail during the interview. 

 Training the interviewer: Train the interviewer to recognise personal biases and other possible 

detriments to interview reliability. 

 Job-related questions: Prepare a line of questioning that keeps the interview job-related and 

does not waste time by straying from the subject or delving into personal areas, which could be 

seen as discriminatory. 

 

QUESTION 6 

Sasha approaches Priya to discuss her position in the organisation. Sasha feels 

that she has been working at DLR for 2 years now. She has exceeded all her targets 

and performs her job very well, however she still holds the position of a junior 

recruitment consultant. Priya is aware that Sasha is correct, and realises that the 

company merely focuses on placement of individuals in entry-level positions. Since 

the expansion of the company, there is a strong need for an internal staffing 

process. Define internal staffing and discuss the reasons why internal staffing is 

important for DLR. 

 

(12) 

 

Reference in the prescribed book Chapter 8 – section 8.1 

Reference in the study guide Workbook 07 – section 7.1 
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Internal staffing is the placement of individuals already in the service of the organization, based on 

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

competencies and qualifications obtained.  

A number of reasons why it is important to design a proper internal staffing programme can be identified: 

 Employee Dissatisfaction: Everyone wants their efforts to be appreciated, especially 

employees who spend 10, 20 or 30 years with the same employer. Where companies manage 

their employees strategically, they will understand that their opportunities within the company are 

dependent on the success of the business. However, if employees believe that, despite the 

apparent success of an organisation, few opportunities for promotion exist because of the 

absence of a proper internal staffing programme, they may become bored with their jobs.  

 Increasing Concerns with Job Security: South Africa, like other countries, has witnessed the 

contraction and decline of some of its basic industries over the past decade. Employees who had 

long been among the working elite suddenly found themselves with no job at all. The present 

unemployment crisis extends beyond employees in the manufacturing industry to managers, 

professionals and public employees. In the face of the present adverse conditions, employees in 

many companies have made personal sacrifices in order to maintain their jobs.  

 Changing Employee Attitudes and Concerns: Several significant changes have taken place 

over the last few years regarding employees' attitudes, lifestyle and behaviour and these changes 

have important implications for internal staffing activities. One of these changes is an increasing 

reluctance, especially among managerial and professional employees, to accept transfers, for 

example between cities. This requires organisations to furnish detailed information about career 

moves within a company. Without a well-formulated staffing programme this will not be possible.  

 Employment Equity Issues:In South Africa the role of the previously disadvantaged (women, 

blacks, coloureds, Asians and people living with disabilities) continues to be a social concern. For 

instance, women have in general done considerably less well than their male counterparts in 

obtaining promotion to higher levels of employment over the years – the so-called glass ceiling.  

 Labour Union Presence: With the greater presence of labour unions within organisations in 

South Africa, internal staffing and development procedures are inevitably affected in a number of 

ways.  

 

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 


