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Please note   
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Dear HRM2601 Student 
 
In the MO001 we provided an orientation to the module and we welcomed you to HRM2601. We also 
included Workbook 00 that provides an orientation to this module and the online environment.  
 
In this modules online document (MO002) we provide the remaining workbooks for this module, your 
assignments and a copy of the HRM2601 welcome page on myUnisa. 
 
We want to support you whilst you are studying this module and for this purpose we also provide some 
of the study material in printed format, this includes: 
 

Items Pages 

1 Workbook 01 3 

2 Workbook 02 18 

3 Workbook 03 33 

4 Workbook 04 45 

5 Workbook 05 69 

6 Workbook 06 94 

7 Workbook 07  118 

8 Appendix A – Assignments semester 1 (2016) 131 

9 Appendix B – Assignments semester 2 (2016) 141 

 
 
The printed material will allow you to read the core study material, even if you are not online. Remember, 
the printed study material serves only as a backup of the material found online on myUnisa. This will 
help you to access your study material even during times when you don’t have access to the internet. 
 
Once you have activated your myLife e-mail account, log on to the HRM2601 myUnisa module site. Start 
by reading the Home screen. You will find further instructions on this screen on how to proceed with this 
module. 
 
Kind regards 

Khatoon Gani 

Lecturer: HRM2601 
DEPARTMENT OF HUMAN RESOURCE MANAGEMENT 
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WORKBOOK 01 
 

The foundation and challenges of human resource management 
 
 
Contents Pages 

1 Introduction and outcomes 4 

2 Key concepts 4 

3 Defining human resources 5 

4 People practices in South Africa 6 

5 Human resources past and present 6 

6 Strategic human resource management (SHRM) 7 

7 Human resource functions and roles 8 

8 Issues and challenges facing human resource management 11 

9 HR career opportunities and professionalisation 13 

10 Summary 14 

11 Self-assessment 15 

 
 
We hope that by now you are familiar with the HRM2601 myUnisa module site and the general myUnisa 
environment. You should have also read the introduction and orientation to the module (Workbook 00), 
Tutorial Letter HRM2601/101/3/2016, as well as the module study plan. In this workbook we start the 
content of the module. 
 

The mind map that follows will be repeated at the beginning of each workbook. The aim 
of this mind map is to indicate where you are in the process of working through the study material. 
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1 INTRODUCTION AND OUTCOMES 
 

Many South African organisations have a historically bureaucratic and authoritarian culture and 
structure. They are struggling to survive and be competitive in the global economy, where an ability to 
adapt quickly to changes often determines whether a profit is made or not. The South African business 
environment is also very complex. This makes it hard for organisations to cope with an ever-changing 
global environment. It has thus become vital for business leaders to embrace the dynamics of change. 
They need to steer their organisations away from the current situation of low productivity, inability to be 
competitive and an adversarial relationship between employers and employees. Human resource 
management is the key to this transformation. We refer in this workbook to chapter 1 in the prescribed 
book. Use the workbook and the chapter in conjunction with each other. 
 

LEARNING OUTCOMES 
 
After completing this workbook, you should be able to 

 explain the development of human resource management 

 distinguish between the strategic approach to human resource management and the traditional 
approach to human resource management  

 discuss the key human resource management functions 

 explain the different roles of the human resources department 

 identify the challenges/issues facing human resources today 

 explain the trends relevant to the growing importance of human resource management 

 discuss the professionalisation of human resource management 
 

2 KEY CONCEPTS 
 

You will come across numerous subject-related concepts in each workbook. These are 
listed as key concepts at the beginning of each workbook. Before you begin studying this 
workbook, refer to the key terms at the end of chapter 1 in the prescribed book. This will 
assist you in becoming familiar with the different concepts that we refer to in this workbook.  
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Some of the important key concepts in this workbook are 
 

 

3 DEFINING HUMAN RESOURCES 
 
For an organisation to be successful it needs to invest in and focus not only on its capital, but also on its 
workforce. However, investing in and looking after an entire company’s workforce requires a lot of effort 
and time. Human resource management (HRM) is the function within an organisation that focuses on 
recruiting, managing and providing direction for people who work in the organisation.  
 

ACTIVITY 1.1: The importance of human resource management 
 
Why do you think that human resources play an important role in every organisation? Watch the 
following video and identify the tasks/roles for which human resource managers are responsible. Then 
give your views on the importance (or not) of human resources. 
 
Human resource management (https://www.youtube.com/watch?v=9ZLbSk1Te68) 
 
Share your thoughts on and understanding of human resources – do this online. Refer to the “Discussion 
Forums” tool on the HRM2601 myUnisa module site and select “Forum 2: Workbook 01 Activities”. 
Here you will find all the discussion activities for Workbook 01, where you are expected to share your 
views on specific issues with your fellow students. Post your views online and also see what your fellow 
students have to say. This is an ideal opportunity to interact. Let's start talking! 
 
In this workbook we will discuss the role and functions of the HRM teams in organisations.  
 

https://www.youtube.com/watch?v=9ZLbSk1Te68
https://www.youtube.com/watch?v=9ZLbSk1Te68
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4 PEOPLE PRACTICES IN SOUTH AFRICA 

STUDY 
 
Study the section "People practices in South Africa" in chapter 1 of the prescribed book. 
 
You will agree that most of the changes taking place in South Africa are related to human resources. 
Organisations have a huge challenge to employ people who are good performers to ensure that the 
organisations can improve their performance and subsequently their productivity. These people are 
scarce and HRM plays an important role in sourcing them. Effective HRM is, in fact, one of the most 
powerful tools that can be used to ensure that the necessary changes take place in organisations and 
South Africa.  
 

5 HUMAN RESOURCES PAST AND PRESENT 

STUDY 
 
Study the section "Human resources past and present" in chapter 1 of the prescribed book. 
 
Over decades organisations have changed in almost every way in which they operate. These changes 
include management styles, employee engagement, customer service demands, communication and 
marketing strategies. Today we refer to the new world of work and both organisational leaders and 
employees have to adapt to the changes in order to achieve the organisational objectives.  
 
Taking the above changes into consideration, you should understand that HRM has also had to change 
and adapt to accommodate the challenges organisations face in the new world of work.  
 
How human resources are managed today has changed dramatically from decades ago. Here’s a 
summary of the changing approaches over decades. 

 
Figure 1.1: Changing approaches to human resources 
Source: Adapted from Wärnich et al (2015) 
 

EARLY 1900s: 

 Adopted scientific 
management approach 

where output was the main 
concern for employers 

1930s -1940s: 

 Shift to human relations 
approach to focus on human 

resources and employee 
needs 

1970s: 

 Adopted the human 
resource approach, focusing 

on employee satisfaction 
and organisational 

effectiveness to meet the 
needs of both the individual 

and the organisation  
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6 STRATEGIC HUMAN RESOURCE MANAGEMENT (SHRM) 

STUDY 
 
Study the section "Strategic human resource management" in chapter 1 of the prescribed book. 
 
The SHRM approach aims to address the many economic, political, social, technological and 
international trends and challenges that organisations face. Two of the most visible changes in most 
organisations are probably those in the communication and marketing strategies.  
 
Let’s reflect on changes in these two areas in the world of work today. 
 

REFLECTION 
 
Think about how you communicate with friends, relatives and colleagues today and how organisations 
market their services and products today. Organisations must adopt a variety of communication tools 
and technology to communicate effectively, stay competitive and participate in global business practices. 
Almost all businesses have at least a Twitter and Facebook address.  
 

1. Do you follow any businesses on Twitter or Facebook? List them. 
2. Marketing and advertising strategies have been adopted and new and creative media channels 

are used to market and advertise services and products. List four or five advertisements that 
really attract your attention.  

3. Why did these ads attract your attention? What factors in them caught your eye?  
 
This table summarises the difference between the traditional HRM approach and the SHRM approach 
and identifies the activities specific to the particular approach. 
 
Table 1.1: Distinction between the traditional and strategic HRM approaches 
 
 

# Statement Strategic 
HRM 

Traditional 
HRM 

1. HRM is involved in operational planning only.  
 

X 

2. HRM has high status and authority for the top HR officer (i.e. the 
Chief People Officer (CPO)). 

X  

3. HRM is fully integrated with other organisational functions, e.g. 
marketing, finance. 

X 
 

 

4. Employees are investments that will, being effectively managed 
and developed, provide long-term rewards to the organisation in 
the form of greater productivity. 

 X 

5. HRM coordinates all HRM activities. X 
 

 

6. HRM is concerned primarily with hourly, operational and clerical 
employees. 

 
 

X 

7. HRM problems are the responsibility of every manager in every 
department. 

X  

8. HRM has medium status and authority.  X 
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9. HRM aligns the HR functions with the organisational strategy. X 
 

 

10. HRM is involved in making strategic decisions. X  

 
Source: Adapted from Wärnich et al (2015) 
 

7 HUMAN RESOURCE FUNCTIONS AND ROLES 

STUDY 
 
Study the section "Human resource functions" in chapter 1 of the prescribed book. 
 
A couple of decades ago, HR managers were merely viewed as people who administered the payroll 
and leave. However, as more emphasis has been placed on employee satisfaction, employee 
development and career development, the roles and functions of HR departments and HR managers 
have also changed drastically. 

ACTIVITY 1.2: The role of human resources in an organisation 
 
Watch this video clip and then participate in the discussion by answering the questions that follow. 
 
Alberto Guardiani Video Company Profile (https://www.youtube.com/watch?v=HH8sE7oGZVo) 
 
After watching the video and getting a brief overview of the company, reflect on these questions: 

1. What functions of the HR department can you identify that would apply to this company? 
2. What role does the HR department play within an organisation? 
3. Who is responsible for HR in the organisation? 
4. Do you think the HR department is effective within the organisation? 

 

FEEDBACK 
 
From this activity you can probably conclude that HR departments and managers don’t have an easy 
task. In the next section we explore their functions and roles. Continue this discussion in more detail 
online. Refer to the “Discussion Forums” tool on the HRM2601 myUnisa module site and select “Forum 
2: Workbook 01 Activities” Post your views online and also see what your fellow students are saying.  
 
 

https://www.youtube.com/watch?v=HH8sE7oGZVo
https://www.youtube.com/watch?v=HH8sE7oGZVo
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Figure 1.2: Human resource functions  
Source: Adapted from Wärnich et al (2015) 
 
The basic HR value chain consists of nine basic strategies and processes that an organisation should 
have in place. 
 
 

 
Figure 1.3: Basic HR value chain  

Human Resource 
Planning 

Recruitment 

Selection and 
Placing 

Orientation 

Learning and 
Development 

Performance 
Management 

Reward and 
Remuneration 

Labour Relations 

Employee Wellness 
Programme 
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Additional specialised strategies and processes could be added to the value chain, for example 
 

 talent management 

 succession planning 

 leadership development 

 career planning 

 women development 
 
Have a look at figure 1.4 in the prescribed book. This model shows the sub-functions and processes of 
each area in the basic HR value chain in more detail. These functions are also described in more detail 
in the prescribed book. The model also illustrates the roles of the HR department. Chapter 1 covers the 
following: 
 

 the role of the HR functions in the success of an organisation 

 HR policies 

 critical policy issues 

 communication 

 advice and services 

 control functions 
 

STUDY 
 
Study the sections "HR department roles" and "The structure of the HR department" in chapter 1 of the 
prescribed book. 
 
 
Before you continue, reflect on what you have learnt about HR roles and functions in an organisation. 
 

REFLECTION 
 

1. Draw a mind map to illustrate your understanding of all the functions and roles that should be 
fulfilled by the HR department in an organisation.  

2. Do you agree or disagree with the following statement? Give reasons for your answer: 
 "HR departments should take full responsibility for the HR function of an organisation." 
3. Get hold of an organisational structure of the HR department of your organisation (or that of a 

friend or family member) and answer the following questions:  
a. Compare it to figure 1.5 in the prescribed book.  
b. Identify the functions that are not included in the structure of your organisation. 
c. List the functions you think should be included. Give reasons for including them. 
 

FEEDBACK 
 
HR departments fulfil many vital functions within an organisation. In smaller organisations only one 
person can fulfil these functions. In some instances the line manager fulfils most of the HR functions. 
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However, in larger organisations, various human resource functions and roles are necessary to ensure 
the success of the organisation.  
 
Compare your answers with these suggested responses: 
 

1. Your answer should have included the various functions performed by the HR department, which 
are as follows: 

 HR planning 

 organisation design and development, including job analysis and design 

 recruitment, selection, induction and internal staffing 

 appraisal, learning and development and career management 

 compensation and health 

 labour relations 

 human resource information systems (HRIS), HR research and problem-solving 
 

HR departmental roles entail 

 HR policies 

 critical policy issues 

 communication 

 advice and services 

 control functions 
 

2. "HR departments should take full responsibility for the HR function of an organisation." 
 

You had to agree or disagree with the statement and justify your response by providing reasons. 
You should have disagreed with the statement, because the responsibility of performing the HR 
function doesn’t only reside in the HR department. All managers at all levels in the organisation 
share the responsibility.  

 
3. By looking at the organisational structure of the HR department of your organisation and 

comparing this to figure 1.5, you should see that the HR department consists of various role 
players that help shape the structure of the organisation. The HR department usually contains 
clerical, professional and managerial jobs. The managers are responsible for managing and 
coordinating activities performed by clerical and professional employees. The organisational 
structure may differ from one organisation to the next, depending on the size of the organisation. 
The HR department in medium to large companies contains individual work groups organised by 
function. 

 

8 ISSUES AND CHALLENGES FACING HUMAN RESOURCE 
MANAGEMENT 

 

STUDY 
 
Study the sections "Current issues and challenges" and "Challenges facing HR managers in the twenty-
first century" in chapter 1 of the prescribed book. 
  
For HR professionals, specifically in South Africa, one thing is certain: traditional approaches that were 
practised decades ago are changing and will continue to change for years to come. There are a number 
of issues and challenges that HR practitioners need to be aware of so that they can advise and guide 
their organisations in addressing these issues and challenges proactively.  
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Figure 1.4: Current issues and challenges 
Source: Adapted from Wärnich et al (2015) 
 

ACTIVITY 1.3: HR issues and challenges 
 
Think about your workplace (or that of a friend of family) and answer these questions: 
1. How many blacks, whites, Indians, coloureds or people from other cultures work in your 

organisation?  
2. How many people are the same age?  
3. How many people speak the same language?  
4. In the last five years, what new technology was introduced in your company?  
5. Were you adequately trained to use the new technology?  
6. How many people have been recruited or retrenched recently?  
 
You should realise that every HR manager deals not only with a diverse workforce (with different needs), 
but also with daily challenges in order to execute all HR functions successfully.  
 
Do you think anyone would be able to deal with all of these challenges? 
 
In this table, list the top five challenges that you think HR has to deal with in the current world of work. 
Also indicate the status of these challenges in your organisation (or that of your family or friend). 
 

# Issues and challenges Key points Status in my organisation 

    

    

    

    

    

Worker 
productivity 

Quality 
improvement 

Downsizing, 
delayering & 

decruiting 

Changing 
workforce 

Global 
economy 

Impact of the 
government 
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FEEDBACK 
 
HR is faced with various challenges and issues. Most organisations have diverse workforces and 
therefore different approaches are required to keep employees satisfied.  
 
In addition, new technology is introduced and for a company to stay competitive, it has to adopt the new 
technology. This means that employees need to be prepared and trained to use the new technology 
effectively and efficiently.  
 
For a number of reasons and owing to environmental challenges and changes, organisations have to 
restructure, downsize and sometimes retrench employees. The HR team plays a very important role in 
these processes as it needs to ensure that both the organisation and the employees are protected. They 
must advise, assist, facilitate, support and evaluate these processes and ensure that policies and 
procedures are implemented and the organisation complies with the requirements of the Labour 
Relations Act (LRA).  
 
By now you will realise that HR teams fulfil a complex and important function within an organisation and 
those responsible for these functions should be qualified and have experience to deal with these issues. 
 

9 HR CAREER OPPORTUNITIES AND PROFESSIONALISATION 

STUDY 
 
Study the sections "HR career opportunities", "Legislation and other matters governing HR and HR 
practices" and "Professionalisation of human resource management" in chapter 1 of the prescribed book. 
 
Professionalisation and ethics are currently important issues in HR. A profession is characterised by the 
existence of a common body of knowledge and a procedure for certifying members of the profession. For 
example, a doctor is in the medical profession, engineering is another profession and so is HRM.  
 
Decades ago, HR was not regarded as a profession because the tasks were undertaken by any line 
manager within the organisation. However, in today’s world of work, HR has become so specialised and 
complex that it is a profession on its own. In South Africa HR professionals can become members of the 
South African Board for People Practices (SABPP) to ensure currency and relevance in the industry. 
You can find more information on its website (www.sabpp.co.za). 
 
With the professionalisation of HR management in South Africa, the need also arises for a uniform code 
of ethics. Ethics can be described as the discipline dealing with what is good and bad, or right and 
wrong.  
 
Let’s take an example of ethics in the HRM field. Traditionally, the primary responsibility of the employer 
was to pay a fair wage and in return, employees were expected to give their employers a fair day’s work. 
However, this traditional model does not deal with the many ethical issues and challenges that arise out 
of the interplay between employers and employees in contemporary workplaces. To ensure effective and 
fair selection practices, HR practitioners must ensure that they treat all job applicants equally and fairly. 
For example, it would be unethical as an HR practitioner to select a person just because that applicant is 
a family member or a friend or a very good looking person. All applicants should be evaluated according 
to the same selection criteria.  
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HR professionals are responsible for adding value to the organisations and they contribute to the ethical 
success of organisations. They need to engage in activities that enhance the organisation's credibility 
and value.  
 

10 SUMMARY 
 
We have now reached the end of Workbook 01. At this stage we need to pull all the pieces together. 
Firstly, make sure that you know and understand the following aspects: 
 

 the changes and development of the HRM function over decades 

 relevant concepts and approaches, e.g. HRM and SHRM 

 the functions and roles of HRM in an organisation 

 the structure of the HR function 

 trends and challenges that can impact on HR practices in an organisation 

 professionalisation of HRM and ethics in HR 
 
In this last section make sure you can recognise, relate and apply your new knowledge and skills in and 
at your workplace. The final activity will help you in this. 
 

ACTIVITY 1.4: Application of knowledge gained in Workbook 01 
 
The purpose of this activity is to summarise the key points and to assist you in applying the knowledge 
and skills practically.  
 
The key question we need to ask is: 
How exactly can HRM contribute to the successful functioning of an organisation?  
 
Read this case study/scenario and answer the questions that follow: 
 
Britney Waldorf is the HR manager of a medium-sized company which manufactures and sells various 
health products. Britney has been in the HR business for more than 20 years, and has been the HR 
manager at this particular company for 20 years. It is therefore understandable for her to feel that she is 
an expert in handling all possible HR-related issues. In fact, she claims that she is able to ensure that the 
people employed by her company remain happy, productive and loyal and are always utilised to their full 
potential. 
 
Up to now, the company has operated in a relatively stable environment and has also not grown 
substantially. Consequently, there was never a need for Britney to plan ahead in order to manage the 
company's human resources effectively. Most employees in the past stayed with the company and some 
even stayed until their retirement age. In the past, whenever a problem cropped up, Britney made sure 
that she dealt with it immediately. However, this scenario has changed dramatically. With the current 
worldwide trend to live a healthier lifestyle, the demand for health products and foods has increased 
substantially. What is interesting is that the products that Britney's company manufactures are the most 

sought after. Suddenly the company cannot cope with the increased demand  not enough products are 
being produced and most employees are putting in 12- to 15-hour shifts. As a result they are feeling 
exhausted and frustrated. This situation cannot continue for much longer because the current staff 
complement can do only so much. For the first time in her career, Britney doesn’t know what to do! 
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In an attempt to advise Britney Waldorf on the way forward, write a report which includes the following 
aspects: 
 

1. Explain to Britney how she can change the HRM approach to a strategic HRM approach. 
2. Make recommendations to Britney on how she can overcome the following HR-related 

challenges she is currently experiencing: 
a. worker productivity 
b. quality improvement 
c. quality of working life 

 
3. In preparing the report, reflect on the following questions: 

a. Do you think Britney is doing anything wrong? If so, what? For example, identify HR-related 
problem areas in her organisation.  

b. Do you think Britney has neglected to do something? If so, what?  
c. How do you think Britney can solve her current problems? (Think about short-term, reactive 

versus long-term, proactive solutions.)  
 

FEEDBACK 
 
You will probably now agree that most of Britney's problems could have been avoided if she had not 
become so set in her (reactive) ways, but instead had planned ahead (proactive). She would then have 
been prepared for most of the human resource-related changes that have taken place in her company. If 
you look at Britney's way of doing things and read "Human resources: past and present" and "Strategic 
human resource management" in chapter 1 in the prescribed book, you will probably agree that Britney 
is still living in the past. She hasn’t yet realised that the human resource function and the organisation's 
strategies are compatible and that the human resource manager can help to put these strategies into 
action.  
 
Britney has to realise that the organisation's employees cannot simply be kept satisfied, productive 
(reactive) and loyal without taking external trends into account and realigning all human resource 
activities with the organisation's mission and strategies (proactive). This is called strategic human 
resource management and is implemented by executing various human resource activities (see 
"Human resource functions" in the prescribed book). In addition, Britney should realise that good human 
resource managers will also be aware of and keep themselves informed about current human resource 
issues and challenges, both locally and internationally. See "Current issues and challenges" in the 
prescribed book for examples. 
 
In a nutshell, by managing her human resources strategically, someone in Britney Waldorf’s position 
should be able to ensure that the right people are in the right places at the right time with the right skills 
and the right attitudes. This sounds simple enough, doesn't it? But what about the situation in a country 
such as South Africa with a mixture of people in terms of race, disability, gender, religion, sexual 
orientation and culture (to name but a few)? This diverse population will have to be managed in some 

way within the organisational context  once again, this is the responsibility of the human resource 
manager in partnership with the line management of the organisation.  
 
 

11 SELF-ASSESSMENT 
 

 Now that you have completed this workbook, you need to determine whether you have 
achieved the relevant learning outcomes stated at the beginning of the workbook. 
Therefore, read through the outcomes again before attempting to answer the self-
assessment questions.  
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To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it doesn’t provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes. 
 
Question 1 
 
Discuss the concept of SHRM and explain the new (complementary) set of competencies that an HR 
manager must acquire to be a successful strategic human resource manager. 
 
Question 2 
 
In a paragraph explain the role of HRM policies in successful HRM and discuss the critical policy issues 
that must be covered. 
 
Question 3 
 
Critically discuss the primary role of the HR department in an organisation.  
 

FEEDBACK 
 
Question 1 
 
You can find the answer to this question in the section entitled "Strategic human resource management" 
and in table 1.2 in the prescribed book. 
 
For this question you should indicate the differences between the SHRM approach and traditional 
approach to human resource management. 
 
The second part of the question focuses on the following competencies that HR managers should 
acquire: 
 

 business mastery 

 HR mastery 

 change mastery 

 personal credibility 
 
 
Question 2 
 
You can find the answer to this question in the sections entitled "HR policies" and "Critical policy issues" 
in the prescribed book. 
 
Explain the purpose of HR policies and how the effectiveness and acceptance of these policies can be 
assured. Then discuss the critical policy issues, namely employee influence, personnel flow, reward 
systems and work systems, and explain why these are critical issues. 
 
Question 3 
 
The HR department has to ensure that the organisation’s human resources are utilised and managed as 
effectively as possible. This is done by implementing and designing policies, procedures and 
programmes that will enhance the abilities of human beings on the one hand and improve the 
organisation's overall effectiveness on the other. People are unique assets in an organisation and by 
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managing, utilising and developing them properly, the organisation can move in the right direction to 
achieve its goals. 
 

CARRY ON 
 
Now that you have successfully completed Workbook 01 and all the activities, you can go on to 
Workbook 02. 
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WORKBOOK 02 
 

Human resources and technology 
 
Contents Pages 

1 Introduction and outcomes 19 

2 Key concepts 20 

3 Technology 20 

4 Basics of an HRIS  22 

5 The HRIS  25 

6 HRIS modules, applications and implementation 26 

7 Technology in HR 28 

8 Predictions for the future workplace 29 

9 Summary 29 

10 Self-assessment 31 

 
 

 Have a look at the mind map to see where you are in the process of working through the 
study material. 
 
 

 



Workbook 02 HRM2601/MO002 
 

19 
 

 
 

1 INTRODUCTION AND OUTCOMES 
 
One of the most significant issues faced by modern organisations is the use of technology to streamline 
activities, cut costs, improve connectivity and efficiency and increase business effectiveness. In other 
words, they move from labour-intensive to technology-intensive activities. Added to this are the ever-
changing environment and a workforce that has different expectations and needs. In this era they are 
more connected via social media than ever before. Perhaps later than many other business functions, 
technology has also come into HRM in a major way. We refer in this workbook to chapter 2 in the 
prescribed book. Use the workbook and the chapter in conjunction with each other. 
 

LEARNING OUTCOMES 
 
After completing this workbook, you should be able to 

 describe the internet and identify the two functional categories of information available on the 
internet that are most useful to HR managers 

 define a human resource information system (HRIS) 

 discuss the structural design of an HRIS 

 distinguish between the different types of HRISs 

 discuss some of the modules of an HRIS database  

 discuss the steps to take in developing and implementing an HRIS 

 discuss five critical standards that must be met if information provided by an HRIS is to be viewed 
as quality information 

 explain several things HR can do to foster data security throughout the organisation  

 explain how technology can be used in HR 

 explain the use of technology in the future workplace 
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2 KEY CONCEPTS 
 

Before you begin studying this workbook, refer to the key terms at the end of chapter 2 in 
the prescribed book. This will assist you in becoming familiar with the different concepts 
that we refer to in this workbook.  
 
Some of the important key concepts in this workbook are 

 

 

 
3 TECHNOLOGY 
 
Today most organisations depend on people and technology to deliver their services and/or products 
and to compete in their economic space. This implies that organisations need to employ people and use 
a variety of technologies. The people need to be managed properly and the technologies need to be 
used effectively and efficiently. In this way both the human and technological resources can assist the 
organisation in achieving its vision and strategic goals.  
 
The primary aim of the HR team should be to ensure that the organisation creates a conducive 
environment where the employees can be productive, perform, grow and develop. They also need to 
design, develop and implement strategies and plans that will assist line managers in managing 
productivity.  
 
Effective and efficient management of employees requires effective and efficient use of and access to all 
the relevant information on all the employees in the organisation. Relevant information about the 
employees, their productivity and performance records, skills, learning needs, trends, experience levels, 
etc., could inform the organisation’s strategy and plans in many positive ways. How this information is 
collated, managed and communicated in the organisational context is therefore of the utmost 
importance. 
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Look at this example: 
 
 
Imagine you are the HR administrator of an organisation that has 800 full-time employees. 
This is what your week looks like. 
 

15:00  
 
The HR manager requests a report on the profile of all the employees who have permanent 
employee contracts.  
 
He needs this report for his meeting on Monday, 9 February 2015 at 08:30. 
 
You are panicking, because your organisation doesn’t use a human resource information 
system (HRIS). This means you have to 

 draw each employee’s file  

 record each employee’s demographic information 

 manually calculate all the percentages 

 draw up a diagram and profile for each category 
 
This will take you hours. You phone your friend (who is also an HR administrator at another 
organisation) and complain about your workload. She cannot understand why you are 
complaining. She had to submit a similar report earlier that week and it took her 2 minutes to 
draw the information from their HRIS. She only had to click a button to pull all the necessary 
information and graphs to compile the report.  
 
Can you see that an efficient HRIS can 

 make the work of an HR professional much easier, especially in very large 
organisations?  

 inform the strategies, plans and decisions of your organisations? 
 

08:00  
  
After spending the entire weekend compiling the report for the HR manager, you decide that 
you want to research the system that your friend used to compile a report by the click of a 
button.  
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4 BASICS OF AN HRIS  
 

STUDY 
 
Study the sections "HR and the internet", "Human resource information systems" and "Benefits of an 
HRIS" in chapter 2 of the prescribed book. 
 
In these sections you will learn about the 

 Role of the internet in an organisation 

 Concept of an HRIS 

 Benefits of an HRIS 

 Components of an HRIS 
 

 
  

 
 
Figure 2.1: Components of an HRIS  
Source: Adapted from Wärnich et al (2015) 
 
After studying these sections, you should have a better understanding of an HRIS. Now you can go on to 
complete activity 2.1. 
 
 
 
 
 
 



Workbook 02 HRM2601/MO002 
 

23 
 

ACTIVITY 2.1: HRIS in the workplace 

10:00  
 
In your role as the HR administrator of your organisation, you need to advise your HR manager on how 
your organisation can use an HRIS. Do this by answering the following questions: 
 

1. Explain the concept of an HRIS in your own words. Talk to friends, family, fellow students or, 
perhaps, fellow employees about this – and share views. Do some basic "research" on it. 
Perhaps type in the term "human resource information system" or "HRIS" and search on the 
web. Read more about this. Make notes. 

2. Explain the purpose and benefits of an HRIS in your organisation. 
3. Describe how the HR team in your organisation can use the internet effectively. 
4. Make a list of components that your organisation will need to implement an HRIS. 

 

FEEDBACK 
 
If you are studying this module, we assume that you have access to the internet. You should therefore 
view the internet as a valuable source of information. You may have used this source as your point of 
departure to find information on the HRIS. See, for instance, what you would have found if you had 
accessed Google (www.google.com) and then searched under "HRIS". 
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Do you see how much information is available on this particular term? Google identified 1 590 000 
potential sources of information! However, it is essential for you to understand that although the internet 
contains vast amounts of information, not all of it is equally reliable. So, when you use information from 
websites, make sure that the websites are accurate and reliable. Let's look at the first "hit" – that is, a 
potential source related to the HRIS that we found following our search. This takes you to the relevant 
information as reflected on Wikipedia: 
 

 
 
 
This site will give you ample information on the HRIS. But beware! Wikipedia is a free online 
encyclopaedia that anyone can edit. This means that although you will find information on almost any 
topic on Wikipedia, it is not necessarily academically sound or reliable. You are therefore welcome to 
use Wikipedia as a general source of information, but always check the information by consulting 
additional books, websites or articles on the particular topic.  
 
Let's get back to the activity. Sophisticated HRISs keep track of who's doing what jobs and where. 
Before any organisation can implement a sufficient HRIS, it should have a number of ways to access the 
HRIS. These can be via the internet, intranet, extranets or portal applications. The organisation 
furthermore has to invest in HRIS components (such as hardware, software, data and procedures on 
how to use the HRIS).  
 
Organisations today use technology to streamline activities, cut costs and increase business 
effectiveness. They can use an HRIS to gather, analyse and distribute information about the people in an 
the organisation. There are several different types of HRISs, such as a concentrated HRIS, distributed 
HRIS, independent HRIS and hybrid approach. It might be expensive and labour intensive to implement 
such a system initially. But once the system is up and running it improves the quality, speed and 
flexibility of information, reduces the administrative burden, improves the service rendered to employees 
and produces HR metrics at the click of a button.  
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12:00  
 
You share the information on the activity you have just done with the HR manager, Ms Zhola. She is 
extremely impressed with your research results and asks you to do more research. She wants you to 
research the following aspects: 

 Will it be viable for your organisation to invest in an HRIS? 

 If so, what aspects should be considered? 
 

 

5 THE HRIS  

08:00 

STUDY 
 
Study the sections "Types of HRIS's", "Reasons for the slow introduction of computer-based systems in 
HR departments", "Skill requirements of an HR professional in HRIS work", "Most common reasons for 
HRIS failures" and "Securing the integrity of HR data" in chapter 2 of the prescribed book. 
 

ACTIVITY 2.2: Why should organisations implement HRIS technology? 
 
As part of your online research on HRISs in the workplace, access this link and read the article. Then 
reflect on the questions that follow: 
 
HRIS Technology: Why are you doing this? (http://www.hr-softwareblog.com/3-important-ways-hris-
polices-hr/)  
 
Now compile a report to Ms Zola to share your latest findings with her. Your report should include 

 factors that may influence the introduction of an HRIS within your HR department – consider the 
size of your organisation and determine whether this will have any effect 

 some of the potential challenges you may be faced with in implementing an HRIS and reasons 
that could contribute to failure of the system 

 concluding remarks focusing on the viability of implementing an HRIS within your HR department 

http://www.hr-softwareblog.com/3-important-ways-hris-polices-hr/
http://www.hr-softwareblog.com/3-important-ways-hris-polices-hr/
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FEEDBACK 
 
From this activity we can conclude that although implementing the HRIS will be beneficial for large 
organisations, it poses some challenges as well. HR professionals working with the system will need 
additional skills to administer it. Buy-in from top management must be obtained. Proper needs analysis 
should be done to determine the organisation’s exact needs. Since all data will be available 
electronically, certain measures must be implemented to secure sensitive data such as personal data 
about employees and salaries. Continue this discussion in more detail online. Refer to the “Discussion 
Forums” tool on the HRM2601 myUnisa module site and select “Forum 3: Workbook 02 Activities”. 
Here you will find all the discussion activities for Workbook 02, where you are expected to share your 
views on specific issues with your fellow students. Post your views online and also see what your fellow 
students are saying. 
 

10:00  
 
You are presenting your latest findings to Ms Zhola. 
 
Once again, the HR manager is very impressed and optimistic about your findings of a possible HRIS for 
your organisation. However, before she can present this idea to the board of directors, she will need to 
elaborate on your report. She knows that the board will have several comments and questions. She asks 
you to include information on the types of modules your organisation will have to place on the HRIS 
database and the easiest process the organisation can use to change from a manual to an electronic HR 
system. The board meeting is scheduled for Friday, 20 February 2015. 
 
 
 

6 HRIS MODULES, APPLICATIONS AND IMPLEMENTATION 
 

STUDY 
 
Study the sections "Modules of an HRIS", "Applications of the HRIS database modules" and "Selection, 
implementing, maintaining and evaluating an HRIS database" in chapter 2 of the prescribed book. 
 
After studying these sections, you will have learnt about the following aspects: 

 the concept and purpose of an HR database module 

 features of different HRIS modules 

 applications of the HRIS database modules 

 a process of developing, implementing and maintaining an HRIS database 
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While going through the different sections, you must have realised that since you are working in a very 
large organisation, you need to obtain approval or information from various departments and managers. 
You decide to prepare a presentation for the HR manager, Ms Zhola, to share your latest findings with 
her. Activity 2.3 will guide you in preparing your presentation. 
 
Not every organisation has the same needs and therefore different organisations will use different 
modules and applications. In addition to the modules, certain criteria should be met when implementing 
and maintaining the information of different modules. 

ACTIVITY 2.3: Applications of HRIS database modules 
 
Consider the following in planning your presentation: 

1. Explain the purpose and content of an HR database module. 
2. List the criteria that should be used to determine what type of information should be included in 

the HRIS. 
3. Draw a diagram to illustrate the modules that should be included in an HRIS for your 

organisation. 
 

FEEDBACK 
 
Several modules can be implemented in the HRIS. Some of these are a basic personnel module, human 
resource planning module, benefits module, wage and salary administration module and training and 
development module. The most important module would probably be the basic personnel module. This 
module is normally the first to be created and is the cornerstone of the basic information on the system. 
It includes information such as employee name, identity number, date of entry, job classification, job 
specification, address, telephone numbers and other basic information required by the organisation.  
 
Converting from a manual HR system to a computer-based system is complex and time-consuming. 
Careful planning needs to be done to ensure optimal use of the system. When developing an HRIS, 
three steps need to be taken:  

1. A proper needs analysis should be conducted to align your organisation’s needs with the services 
that an HRIS offers.  

2. The system then needs to be designed and developed in line with the needs analysis conducted.  
3. Finally, the system should be implemented correctly and maintained continuously to ensure 

accurate and up-to-date reporting.  
 
Two important recommendations that you should have made to Ms Zhola are as follows: 

 The HR team should take full responsibility for this process and really sell the benefits to the 
decision-makers as well as the users/internal clients. 

 It might be easier for your organisation to identify two or three modules and develop and 
implement them first. As soon as all the problems have been sorted out and any resistance 
overcome, the organisation can develop and implement additional modules. 
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08:00  
 
Ms Zhola gives you feedback on the outcomes of the board meeting. 
 
The board approved the implementation of an HRIS in your organisation. However, they want to pilot this 
system before investing a lot of capital in the project.  
 

7 TECHNOLOGY IN HR 
  

STUDY 
 
Study the section "Technology in HR" in chapter 2 of the prescribed book. 

 
 
Figure 2.2: Technology in HR 
Source: Adapted from Wärnich et al (2015) 
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8 PREDICTIONS FOR THE FUTURE WORKPLACE 
 

STUDY 
 
Study the section "Predictions for the future workplace" in chapter 2 of the prescribed book. 
  

 
 
Image source: http://www.advancedcomputersoftware.com/abs/blog/wp-content/uploads/2012/06/The-
Future-of-HR-sml.jpg 
 
 

9 SUMMARY 
 
An HRIS is the primary transaction processor, editor, record-keeper and functional application system 
which lies at the heart of all computerised HR work. It can make the life and work of an HR professional 
much easier! 
 
In this last section make sure you can recognise, relate and apply your new knowledge and skills in and 
at your workplace. The final activity will help you in this. 
 

ACTIVITY 2.4: Application of knowledge gained in Workbook 02 
 
The purpose of this activity is to summarise the key points and to assist you in applying the knowledge 
and skills practically.  
 
Read this case study and the answer the questions that follow.  
 
Remember Britney Waldorf from Workbook 01? If not, read the last part of that workbook again before 
you continue. 

http://www.advancedcomputersoftware.com/abs/blog/wp-content/uploads/2012/06/The-Future-of-HR-sml.jpg
http://www.advancedcomputersoftware.com/abs/blog/wp-content/uploads/2012/06/The-Future-of-HR-sml.jpg
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Britney Waldorf has always created the impression that she knows everything there is to know about all 
her organisation's employees. In the last few years, however, the organisation has expanded very 
rapidly. Several new employees have been appointed and others have been promoted and/or 
transferred. Fortunately, Britney has two human resource officers to assist her so she was sure that all 
the personnel files were frequently updated. 
 
Britney was therefore most surprised when top management called her in and suggested that she find a 
more effective way to manage the organisation's HR information and also improve on its accessibility. 

She cannot understand what the problem is  all the employee files are up to date and easily accessible 
to her and her two HR officers!  
 
Top management also asked Britney to indicate how the HR function contributes to the organisation's 

bottom line. Britney is feeling extremely uncomfortable about the whole situation  she doesn’t know 
where to start, and is seriously considering early retirement. 
 

1. Do you think Britney is managing her organisation's HR information effectively? Give reasons for 
your answer. 

2. What do you think Britney should do to improve the current manual HRIS? Can it be improved at 
all? What are your suggestions? 

3. How can Britney use the internet in her HRIS? 
4. Do you have any suggestions on how Britney can indicate the contribution that human resource 

management makes to organisational success? 
 
 

FEEDBACK 
 
You would probably agree that Britney's current manual HRIS is not very effective, especially since 

Britney's organisation is expanding  more employees mean more information to manage! If Britney 

really wants to use the HR information effectively and efficiently, she should use the best technology  
in this case computers! 
 
If you look at the benefits of a proper HRIS, it would seem that all Britney's current problems can be 
solved, even though she seems to think there are no problems. Britney should also be aware of the 
different components of HRISs, the HRISs that are available in South Africa and the modules that can be 
included in an HRIS database. 
 
Britney's organisation can choose to access the HRIS in different ways. It can use an intranet (an 
organisational network that operates over the internet) or an extranet (this allows employees to access 
information provided by external entities, e.g. a retirement fund's benefits). 
 
Britney can choose a concentrated, distributed, independent or hybrid approach when she decides what 
the structural design of the HRIS should be like. She can also decide on the type of HRIS that she wants 
to use. An HRIS database must be flexible and can comprise various modules, such as application-
tracking, training and development, wage and salary administration, skills inventories and so on. To 
determine which modules would be most useful in her organisation, Britney would have to follow the 
phases in the development and implementation of an HRIS process. She and the developers would also 

have to ensure the integrity of the data  records must be safe and unauthorised people may not be 
allowed to access and/or alter the data. 
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10 SELF-ASSESSMENT 
 
Now that you have completed this workbook, you need to determine whether you have 
achieved the relevant learning outcomes stated at the beginning of the workbook. 
Therefore, read through the outcomes again before attempting to answer the self-
assessment questions.  
 

To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it doesn’t provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes. 
 
Refer to the case study and then answer the questions that follow. 
 
Question 1 
 
Which of the four types of HRISs would you recommend for Britney's organisation? Substantiate your 
answer with good reasons. 
 
Question 2 
 
How will Britney be able to use an HRIS for human resource planning and succession planning? 
 
Question 3 
 
How can Britney prevent the HRIS from failing? 
 
 

FEEDBACK 
 
Question 1 
 
You will find the answer to this question in "Types of HRIS's" in the prescribed book. 
 
The four types of HRISs range from concentrated, distributed, independent to hybrid. Compare the four 
types and then recommend one that will suit the organisation's current and future needs. Take into 
account the description of the organisation given in activity 2.1. 
 
Question 2 
 
This is discussed in "Applications of the HRIS database modules" in the prescribed book. 
 
The human resource planning module and succession planning module and their uses are described in 
the prescribed book. Explain the uses and applications of these two HRIS modules in Britney's 
organisation. 
 
Question 3 
 
The answer to this question is discussed in "Most common reasons for HRIS failures" in the prescribed 
book. 
 
Study these reasons for failure and discuss them, explaining how Britney can prevent them. 
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CARRY ON 
 
Now that you have successfully completed Workbook 02 and all the activities, you can go on to 
Workbook 03. 
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WORKBOOK 03 
 

Strategic HR planning and research 
 
Contents Pages 

1 Introduction and outcomes 34 

2 Key concepts 34 

3 Proper planning 35 

4 The basics 37 

5 HR planning 37 

6 Elements and steps in the SHRP process 39 

7 HR research and metrics 40 

8 Cost-benefit analysis 41 

9 Summary  42 

10 Self-assessment 42 

 
 

 Have a look at the mind map to see where you are in the process of working through the 
study material. 
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1 INTRODUCTION AND OUTCOMES 
 

The long-term success of any organisation ultimately depends on having the right people in the right jobs 
at the right time. In this workbook we will focus on the importance of strategic HR planning. We refer in 
this workbook to chapter 4 in the prescribed book. Use the workbook and the chapter in conjunction with 
each other. 
 

LEARNING OUTCOMES 
 
After completing this workbook, you should be able to 

 define strategic human resource planning (SHRP) 

 discuss the importance of SHRP to the organisation 

 list and describe the steps in the SHRP process 

 identify the methods of developing forecasts and anticipated personnel (supply and demand) 

 list several common pitfalls in SHRP 

 discuss the importance of the HR research function and cite the individuals and institutions that 
conduct HR research 

 provide an overview of the major HR research methods 

 describe in detail the employees survey process  

 discuss the importance of conducting a cost-benefit analysis of HR activities 
 

2 KEY CONCEPTS 
 

Before you begin studying this workbook, refer to the key terms at the end of chapter 4 in 
the prescribed book. This will assist you in becoming familiar with the different concepts 
that we refer to in this workbook.  
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Some of the important key concepts in this workbook are 
 

 

 
3 PROPER PLANNING 
 
Any organisation needs people and it is crucial to employ the right people in the right jobs, with the right 
skills, qualifications and experience, at the right time. This can only be achieved if the organisation does 
proper planning to ensure that these people are employed as and when required. It will be very difficult 
for an organisation to achieve its objectives if it has not employed the right people with the right skills.  
 
Who is responsible for this planning? How should it be done?  
 
The key question therefore is: 
How does the HR manager and his/her team ensure that the right number of people with the right 
skills, qualifications and experience are available in the organisation at the right time?  
 
Look at a practical example and see if you can answer this question. 
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ACTIVITY 3.1: Anticipating the number of people an organisation needs 
 

 
 
 
 
 
Imagine you are a building contractor who has been contracted by a family to build their new home in 
a security complex. The developers have provided you with a plan of the house and have asked you to 
manage the whole project, including purchasing and ordering the building materials. 
 
The task seems very daunting, but you realise that if you plan the process effectively, you should be 
successful.  

 

 Firstly, you need to establish whether the plans have been approved by the city council and when 
the project needs to be completed.  

 Secondly, you need to look at the plans and calculate 
 how long the project will take to complete  
 how much and the kinds of material and skills you will need to finish the project 
 whether there is water and electricity at the premises  

 Thirdly, you need to draw up a schedule for obtaining quotations from different suppliers to 
ensure that you don’t exceed the allocated budget.  

 Fourthly, you will also have to provide for unforeseen delays, labour problems and weather 
conditions that might affect operations.  

 Finally, you should draft a project plan that will guide you and the project team. You remind 
yourself that the organisation you worked for before you started your own business struggled to 
stick to due dates on their building projects, because the project leader didn’t plan for the 
absence and resignations of employees at crucial times during the projects. 

 
Now think about the following questions: 
 

1. Do you have enough employees with the right skills and experience, who can fill the positions in 
the required time frames? Think about bricklayers, roof specialists, tilers, plumbers, electricians, 
painters, and so on. 

2. How are you going to establish when these employees will be needed and for how long? 
3. Will you have to use subcontractors? When? How many? 

 

FEEDBACK 
 
To do proper planning you first have to gather all the relevant facts and assess the current situation. You 
then need to consider what you require to complete the project successfully (materials and people). You 
also have to consider that you need certain materials/resources and people with specific skills at a 
specific time. 
 
These thought processes also hold true for any other organisation. Most organisations employ a number 
of people, occupying different positions. As conditions change, the need often arises to employ more 
people. As the organisation's goals change, it also needs to make provision for these changed needs to 
ensure that it can continue to function successfully in future. It thus boils down to comparing the present 
workforce capabilities with future demands, and this is what we call human resource planning. If, for 
example, your building contracting business started off very small with only a few employees, you will 



Workbook 03 HRM2601/MO002 
 

37 
 

now have to consider how many people you will need in future if the developer approaches you to build 
10 of the 20 units in the complex. This means that your organisation will have to grow and you will need 
to forecast the number and types of people needed in future. 
 

4 THE BASICS 
 
HR planning is a process in which the HR manager anticipates and provides for the movement of people 
into, within and even out of the organisation. This is a complex process that is used in organisations to 
draw up an HR budget and to ensure that a supply of the right kinds of employees is available when 
needed.  
 
In the light of South Africa's current skills shortage and labour legislation such as the Employment Equity 
Act (EEA) and the Skills Development Act (SDA), HR planning is becoming an increasingly important HR 
management function.  
 
The HR manager and team need to ensure that the HR function is aligned with the organisational 
strategy and plans. This process is referred to as strategic HR planning (SHRP). This implies that the 
organisational goals are reflected in the organisation's mission. The mission will then be translated into 
appropriate HR objectives that will ensure that these goals are achieved. This can only be achieved if the 
HR team ensures that the organisation has the right people with the right skills, and that talents (maybe 
people with potential) are employed by the organisation when they are needed in the correct jobs.  
 
Taking all of this into account, you should now begin to realise what a complicated task the HR manager 
faces in determining the right number of people to employ with the right skills and talents at the right 
time.  
 
Sometimes the organisation may experience HR-related problems such as frequent absenteeism, poor 
performance or high staff turnover. These and other HR-related matters can be investigated by doing 
research. The results of this research could then be used to address the causes of these problems in an 
attempt to prevent or eliminate them. 
 
Although the HR planning and research efforts in smaller organisations might be less formalised, it 
doesn’t mean that organisations don’t have to pay attention to these important aspects. 
 
In this workbook, we will explore the following aspects: 

 the activities involved in the HR planning process 

 the strategic HR planning process and its link with the organisation's strategic plans 

 how and why HR functionaries should conduct research 

 the purpose of HR research and methods to conduct research 

 ways to identify, research and find solutions to HR-related problems in an organisation 
 

 

5 HR PLANNING 

 

STUDY 
 
Study the sections "Types of HR planning", "Planning horizon", "Strategy-linked HRP", "Who is 
responsble for SHRP" and "Why is SHRP so important?" in chapter 4 of the prescribed book. 
 
By now you should know that HR planning is an excellent tool that organisations can use to ensure that 
they have the right people with the right skills at the right time and place. After working through these 
sections you should be able to answer the following questions: 
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 What is HR planning? 

 What is SHRP? 

 Who is responsible for SHRP in an organisation? 
 

ACTIVITY 3.2: Importance of SHRP 
 
Let’s go back to the Mr Build-it scenario in activity 3.1. Read this scenario again. Then, after studying the 
sections in the prescribed book that we have just referred to, try to complete this activity by applying your 
knowledge to the scenario. 
 
Now see whether you can answer these questions. 
 

1. In table format distinguish between the four types of HR planning and the types of linkages that 
could be considered to fit the HR plan with the organisational strategic plan. 

2. Think about the house that your organisation needs to build (activity 3.1). When should the tasks 
be completed? What do we call this? 

3. Think again about the building project in activity 3.1. Midway through the project the developer 
approaches you with the request to also build six additional houses in the complex. What are the 
implications? One implication will be that you will need more people with skills at different times. 
Briefly describe what needs to be done now. 

4. Do you think it is important to link the HR planning with your organisation's planning process? 
Why? 

 
 

FEEDBACK 
 
In this activity you had to demonstrate your understanding of the concepts of HR planning and SHRP.  
 
There are different types of HR planning that organisations can use given certain planning horizons. It is 
important to link HR plans to the strategy of the organisation. We call this process strategic HR planning. 
It implies that if HR plans and organisational objectives are aligned, they can contribute to achieving the 
goals of the organisation. 
 
HR managers and their teams are mainly responsible for HR planning, but they need to work in close 
partnership with line managers at all levels in the organisation. By doing this, the organisation's ability to 
pursue its strategic objectives can be improved and this, in turn, can create a competitive advantage for 
the organisation in the marketplace.  
 
The SHRP process should culminate in an HR plan. This plan is implemented when the organisation 
starts recruiting specific talent at specific times to achieve its goals.  
 
How can this be achieved? There are a number of phases in the SHRP process.  
 
In the next section we will look at the steps that should be taken to do SHRP effectively. 
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6 ELEMENTS AND STEPS IN THE SHRP PROCESS 
 

STUDY 
 
Study the sections "Elements of SHRP", "Steps in the SHRP process" and "Common pitfalls in SHRP" in 
chapter 4 of the prescribed book. 
 
 

 
 
 
Figure 3.1: Steps in the SHRP 
Source: Adapted from Wärnich et al (2015) 
 

ACTIVITY 3.3: Success of SHRP 
 
We now want you to critically discuss the following statement: 
"SHRP is not always successful"  
 
Think about your company and the absence or presence of SHRP in your company. 
Refer to the “Discussion Forums” tool on the HRM2601 myUnisa module site and select “Forum 4: 
Workbook 03 Activities”. Here you will find all the discussion activities for Workbook 03, where you are 
expected to share your views on specific issues with your fellow students. Post your views online and 
also see what your fellow students are saying. This is an ideal opportunity to interact. Let’s start talking! 
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FEEDBACK 
 
A critical discussion implies that you need to indicate whether you agree or disagree with the statement. 
You also need to give reasons and examples to substantiate your viewpoint. Here is an example of a 
possible response to this question: 
"I agree that SHRP is not always successful because sometimes top management does not support the 
process of SHRP. They therefore do not encourage proper planning and do not lead by example. The 
process should be adopted from top management down if success is to be guaranteed. In addition, 
strategic human resources are at times planned and implemented in isolation, not considering the 
strategic objective and plans of other departments within the organisation. The SHRP should be aligned 
and integrated with all other company plans. Failure to align the plans may lead to an unsuccessful 
SHRP." 
 
Visit the discussion forums online to continue this discussion.  
 

7 HR RESEARCH AND METRICS 
 
Before we continue with the discussion on HR research, you will have an opportunity to reflect on your 
experience of HR research in your own workplace. Do the following reflective activity: 

REFLECTION 
Think about research that has been done in your organisation over the past two years. 

1. List the topics that were researched. 
2. List the research methods that were used to conduct the research. Think about interviews, focus 

group interviews (FGIs), questionnaires, etc. 
To complete this activity, you needed to understand what research is and what types of research could 
be done in organisations. If you didn’t know, you could have indicated that you aren’t aware of any 
research done in your organisation. 

FEEDBACK 
1. You could have listed one or more of the following research topics or processes that were 

conducted at your organisation over the past two years: 

 job satisfaction survey 

 customer service survey 

 employee satisfaction survey 

 employee wellness questionnaire 

 exit interviews 
 

2. Here you could have listed one or more of the following examples: 

 surveys 

 questionnaires 

 FGIs 

 interviews 
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STUDY 
 
Study the sections "HR research and metrics" and "Research techniques" in chapter 4 of the prescribed 
book. 
 
When embarking on HR research, it is important to remember that you have to look at the current 
situation and also at possible future scenarios. This will enable the organisation to make certain 
decisions now that will be to its advantage in future. 
 
 

 
 
Figure 3.2: Research techniques 
Source: Adapted from Wärnich et al (2015) 
 
 

8 COST-BENEFIT ANALYSIS 
 

STUDY 
 
Study the section "Cost-benefit analysis" in chapter 4 of the prescribed book. 
 
Cost-benefit analysis involves evaluating (measuring) HR activities and attaching a monetary value to 
them. A cost-benefit analysis can be used for a variety of HR activities, for example 

 evaluate the readiness of employees for a proposed programme 

 evaluate the impact of a learning programme 

 identify HR problems that must be solved immediately  
 

Surveys 

Exit interviews 

Controlled experiment 

Historical study 
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ACTIVITY 3.4: Managing employee-related problems 
1. Why would it have been important for the organisation you previously worked for (as mentioned 

in activity 3.1) to keep records of employee absenteeism and turnover rates? 
2. Which of the causes of absenteeism as described in the prescribed book can be studied? 
3. What strategies can organisations implement to reduce employee absenteeism and turnover? 

FEEDBACK 
Absenteeism and employee turnover are both costly problems and can both be linked to job 
dissatisfaction. As is clear from the prescribed book, the causes of these problems are not always 
internal to the organisation and so they are difficult to solve. Absenteeism may be managed more 
effectively when an organisation has a formal system of discipline, including a clear policy statement, 
explicit standards and consistent application of the policy. It is more difficult to reduce employee 
turnover, but employers can consider implementing programmes that enhance job satisfaction. 
Examples of these are job enrichment, accurate selection procedures and timely orientation training of 
new employees. Organisations can also use exit interviews to determine reasons for turnover.  
 
Employees expect to be treated fairly and when they experience perceived unfairness, they may not 
necessarily leave the organisation, but will rather reduce their output (productivity), or absenteeism may 
increase. One of the ways an organisation can reduce perceived unfairness is to ensure that policies and 
rules are administered uniformly. Also keep in mind that changing environments will influence cost-
benefit analysis and problem-solving. In a situation like the one discussed in activity 3.1, where planning 
and HR planning must be long term, a higher interest rate will have a profound impact on the long-term 
profitability of the organisation and this will, in turn, affect HR planning in terms of employment 
strategies. If interest rates rise, people will build fewer houses and the organisation will need fewer 
employees. If, however, the organisation expands because there is a boom in property prices and 
building activity, it will need more employees. 
 

9 SUMMARY 
 
Understanding the principles of HR planning and the reason for HR research will form the cornerstone of 
the discussion of all the theory that follows. Always keep in mind that HR planning is an ongoing process 
and must be flexible enough to allow the organisation to adapt easily to any changes in the environment. 
 
 

10 SELF-ASSESSMENT 
 
Now that you have completed this workbook, you need to determine whether you have 
achieved the relevant learning outcomes stated at the beginning of the workbook. 
Therefore, read through the relevant learning outcomes again before attempting to 
answer the self-assessment questions.  
 

To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it doesn’t provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes. 
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Question 1 
 
This question is based on your knowledge and understanding of HR planning. 
 

a. Would you be proactive or reactive in your human resource planning to complete this project? 
b. Will your planning be broad or narrow? 
c. Will it be formal or informal? 
d. Will your plan be loosely tied to or fully integrated with the organisation's strategic plan? 
e. Will you put plans in place to investigate absenteeism and high staff turnover if it occurred? 

 
Question 2 
 
Which planning horizon would you use for your building project? Why? If you were to take on a project 
such as renovating a shopping mall close to you such as Eastgate Mall, Cavendish Square or Menlyn 
Park, how would that influence the planning horizon? Why? 
 
Question 3 
 
Describe the steps you will take to do human resource planning for your building contracting business. 
Also describe the purpose of each step. Can you leave out some of the steps? Substantiate your 
answer. 
 
Question 4 
 
Discuss how your HR plan will be affected if your building contractor's business expands to enable it to 
build six more houses (see activity 3.1)? 
 
Question 5 
 
Imagine that you are experiencing a high rate of absenteeism in your building contracting firm. You don’t 
know what is causing this and have decided to call in a consultant to do a survey. 

a. Before you call in the consultant, you want to find out if it will benefit your organisation. Discuss 
what you can do to determine this. 

b. The consultant will do a job satisfaction survey. Explain why the consultant will do this survey. 
c. Discuss what kind of research the consultant will be conducting. 
d. Some of your employees have complained that your foreman does not apply rules consistently. 

Discuss what you can do to reduce this perceived unfairness that the employees feel. 
 
 
 

FEEDBACK 
 
Question 1 
 
You will find the answer to this question in "Types of HR planning" in the prescribed book, and section 
3.2 and activity 3.2 in this workbook. 
 
The question focuses on which of the listed options in each subquestion you would choose and why. 
Describe each option listed, then state which one you would choose and substantiate your answer. Also 
indicate whether you would pay attention to high staff turnover and absenteeism if they occurred and 
give reasons for your answer. 
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Question 2 
 
The answer to this question can be found in "Planning horizon" in the prescribed book and in section 3.2 
in this workbook. 
 
Planning horizons can be short term (1 year or less), intermediate (2 to 4 years) or long term (5 to 15 
years). Which planning horizon would you use in each of the examples provided? 
 
Question 3 
 
The answer to this question can be found in "Steps in the SHRP process" in the prescribed book and 
section 5 in this workbook. 
 
The steps of the SHRP process are 

 situation analysis 

 HR demand analysis 

 HR supply analysis 

 strategy development 
 
Briefly describe what each step entails and the purpose of each step. Then decide whether or not you 
can leave out any of the steps, and state why you can or cannot. 
 
Question 4 
 
The answer to this question can be found in "Strategy-linked HRP", "Why is SHRP so important?", 
"Elements of strategic human resource planning" and "Steps in the SHRP process" in the prescribed 
book. 
 
To answer this question you must consider how expansion will influence the organisation's business 
strategy and then how the HR strategy will be influenced. Give a brief description of SHRP, then explain 
why it is important to link HR planning to organisation planning and explain how a big step such as 
expansion will influence the plans you have already made. 
 
Question 5 
 
The answers to these questions can be found in "HR research" and "Cost-benefit analysis” in the 
prescribed book, and in sections 6 and 7 in this workbook. 
 
The answers are quite easy; all the theory is discussed in the prescribed book. Link the theory to the 
example given in your answer. 
 

CARRY ON 
 
Now that you have successfully completed Workbook 03 and all the activities, you can go on to 
Workbook 04. 
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 Have a look at the mind map to see where you are in the process of working through the 
study material. 
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1 LEARNING OUTCOMES 
 

 
 
After completing this workbook, you should be able to 

 discuss issues impacting on the design of jobs 

 describe how the design of a job affects employee motivation and performance 

 show various methods of designing motivating jobs 

 explain how motivating jobs can be created by building work teams 

 describe organisational programmes such as total quality management 

 explain the basic elements of a job analysis programme 

 describe the end products of job analysis 

 identify the major methods of job analysis  

 discuss the future use and updating of job analysis information 

 refer to techniques useful in writing job descriptions 

 explain the major elements of job descriptions and job specifications 
 

2 KEY CONCEPTS 
 

Before you begin studying this workbook, refer to the key terms at the end of chapter 5 in 
the prescribed book. This will assist you in becoming familiar with the different concepts 
that we refer to in this workbook.  
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Some of the important key concepts in this workbook are: 
 

 

ACTIVITY 4.1: About my job 

 
What is job design and how does it affect our daily work. Watch the following video and then reflect on 
the questions that follow. 
The opening - A day in the life of a PwC tax associate  
(https://www.youtube.com/watch?v=To8UOklCooU)  

1. Does the job consist of a variety of tasks or is one specific task repeated daily?  
2. Do you think that a robot would be able to do some of these tasks? 
3. Describe the work environment of the job (look at factors such as noise, lighting, temperature, 

hygiene, and so on). 
4. Would it be possible to do this job in a shorter period, or even at home? 

 

FEEDBACK 
 
After watching the video, you may have thought of the following aspects: 

 The employee does a lot of things and different tasks during the day. As individuals, it is common 
to enjoy some tasks more than others. Some tasks may be easier to complete owing to our 
strengths, whereas others may be challenging. 

 The job includes interaction with clients, colleagues and other people. As a consultant it is vital to 
interact with your clients and therefore a robot cannot replace all the tasks done by this 
employee. 

https://www.youtube.com/watch?v=To8UOklCooU
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 The working conditions for the employee are safe and conducive to learning and productivity. 
Travelling to meet clients may result in the employee changing his work environment. 

 
If you thought of these aspects, you have touched on some of the most important aspects of job design. 
All of these aspects (and more) affect the design of jobs and they therefore also influence the motivation 
levels of employees. 
 
 

3 INTRODUCTION 

 
From activity 4.1, you should recognise that jobs don’t simply consist of the tasks and duties to be 
performed. Many other factors (both internal and external) can impact on the design of a job. Before an 
employee can do his/her job effectively and efficiently, the job has to be designed to satisfy employees’ 
needs and also organisational needs. Employees therefore have to feel that the job is satisfying and 
meaningful to them. The organisation will then reap the benefits of a motivated workforce, increased 
productivity, lower costs and opportunities for growth and development. 
 
In this workbook, you will learn about  

 ways to determine the tasks, duties and responsibilities of a job 

 ways to identify the abilities and qualifications the job incumbent should have to do the job 

 the relation between job design and employee motivation 

 the elements of a job analysis 

 the role of job descriptions and job specifications 
 
 

4 DESIGNING JOBS 

 
Changes in the different environments in which organisations function  mean that organisations are not 
stagnant and have to review their business practices continuously. They need to improve customer 
service, product development and market growth and development. These improvements might 
necessitate job evaluations, re-organisation of workflow, business re-engineering, development of work 
teams, etc. Whatever the proposed changes and their related requirements are, the following question 
needs to be answered:  
 
How should the tasks and duties of a job be organised to achieve the organisation's goals? 
 
Before we look at approaches to job design, do activity 4.2. This activity is a general example that 
illustrates how job design can affect the employee. 
 
 

ACTIVITY 4.2: Profiling jobs and job design 
 
Walk through any large supermarket store close to your home or office and observe some details about 
the employees and how they function and interact. This checklist can guide your observations: 
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Name of supermarket _________________________ 
 

# Question Yes No Comments 

1 Are all the employees the same: 

 age? 

 gender? 

 race? 

   

2  Do all the employees seem satisfied 
with their jobs? 

 Why do you think this is the case? 

   

3 Do you think the employees are motivated 
and proud of their jobs? Give reasons. 

   

4 Do the employees seem willing to assist 
customers? Give reasons. 

   

5 Do you think the employees are productive 
and manage their time effectively? Give 
reasons. 

   

 
 

FEEDBACK 
 
In completing the checklist, you might have had to look differently at how the employees in the 
supermarket store functioned and interacted. Were you surprised by your observations? 
 
From your own experience and your observations you will agree that most organisations have to deal 
with a diverse workforce in terms of age, gender, race, personality, lifestyle, background, experience, 
skills, capability, etc. Determining the levels of motivation, pride, quality of customer service and service 
delivery is a subjective viewpoint and will be based on your own criteria. 
 
However, from your observations you should have seen that what employees do and how they do it will 
affect their attitudes, motivation and satisfaction levels. Therefore organisations have to design jobs to 
accommodate all these differences, needs and requirements. Proper job design will lead to satisfied and 
productive employees and this will impact positively on the organisation. 
 

4.1 THE CONCEPT OF JOB DESIGN 

STUDY 
 
Study the sections "Dividing work into jobs" and "Designing jobs" in chapter 5 of the prescribed book. 
 
Now that you have worked through this section, you should be able to answer the following questions: 

 What do the concepts "work" and "job" imply? 

 What is workflow analysis and why is it important? 

 What is re-engineering?  

 What is the purpose of business re-engineering? 

 What external and internal organisational factors need to be considered when designing jobs? 
 
According to Wärnich et al (2015), job design determines how work is performed. 
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Figure 4.1: Affecters of job design 
Source: Adapted from Wärnich et al (2015) 
 
Figures 5.1 and 5.2 in the prescribed book illustrate a model of job design and a framework for job 
design at micro level, respectively. Make sure you understand the integration of the different factors 
listed in the model. These are both the internal and external factors that impact on an organisation. The 
factors listed in the framework are mainly those that play a role in every individual job.  
 

ACTIVITY 4.3 
 
Complete the statements in this table: 
 

1. Job design is the manipulation of  
 
 
 

2. The content of a job encompasses 
 
 
 

3. The functions of a job encompass  
 
 
 

4. The relationships of a job encompass 
 
 
 

 
 
 

Job 
design 

How an 
employee 
feels about 
the job 

Employee 
authority 

Employee 
decision-
making 

Number of tasks 
the employee 
should complete 
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FEEDBACK 
 
Job design can be defined as the manipulation of the content, functions and relationships of jobs in a 
way that both accomplishes organisational goals and satisfies the personal needs of individual job 
holders.  
 
By now you should understand what job design is and what aspects of the job it affects. When you think 
about the different relationships affected by job design, you will realise the importance of designing jobs 
properly. 
 
How a person's job tasks are organised can have a direct impact on his/her mental and physical health, 
as well as on job performance. The tasks and how a job is organised can either complement good 
physical workstation design or detract from it. Job design can 

 help your organisation find the most efficient way to operate 

 improve the quality of work life and satisfaction for your employees 

 lead to a smoother running, more profitable business 

 enhance teamwork and interpersonal relationships 
 

4.2 APPROACHES TO JOB DESIGN 
 
In this section we look at different job design approaches and how organisations can ensure that they 
design jobs in a way that will lead to satisfied and productive employees. 
We distinguish between three job design approaches: 

 specialisation-intensive jobs 

 motivation-intensive jobs 

 sociotechnical approach 
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Figure 4.2: Approaches to job design  
Source: Adapted from Wärnich et al (2015) 
 
The design of any job should reflect both technological and human considerations. This means that the 
latest technological innovations should be utilised where possible. However, this should never be done 
at the expense of employees. Employees' capabilities and needs should also be recognised and taken 
into account. Remember that the job should always be designed in a way that will lead to achieving 

organisational goals  this is, after all, the main objective of the human resource function. Job design is 
therefore a very useful tool that the HR manager can use. These approaches should assist the HR 
manager and his/her team to design jobs that will lead to a satisfied and productive workforce and also 
achieve organisational goals. The question that now comes to mind is: How is job design performed in 
the working environment? 
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Activity 4.4 will help you answer this question. 
 

ACTIVITY 4.4: Performing job design in an organisation 
 
Read the case study at the end of chapter 5 in your prescribed book and then answer the following 
questions: 
 

1. List Peter's main tasks. 
2. Describe Peter's work environment. 
3. Indicate whether you think job design could improve the job satisfaction and motivation of 

Peter and his colleagues? 
4. Explain the job design approach that you would have followed if you were the HR manager at 

PGT Motor Company. Give reasons for your answer. 
 

FEEDBACK 
 
Although Peter isn’t unhappy in his work, the work situation could be better. You should have noted the 
following when answering the questions in activity 4.4: 
 

1. Peter is an assembly line worker, who works three eight-hour shifts on week days. His work is 
repetitive, as the same tasks are performed on a daily basis. 

 
2. Assembly line workers working in a manufacturing environment are grouped together in an open 

plan environment. Normally in this environment, there is no privacy; employees don’t have their 
own telephones or desks to sit at. The work area is therefore not comfortable for all employees. 

 
3. Peter's job could definitely be improved by redesigning it. Some of the major changes could 

include 

 a better work environment (e.g. having his own office) 

 incentives for increased production 

 job rotation and working in different teams 

 more lenient rules about the calls themselves (telemarketers should be allowed to be more 
innovative by, say, adapting to the situation and type of customer) 

 dividing work among teams (to improve interaction and also to add a competitive element) 
 
All these changes could improve the present situation and enhance job satisfaction and motivation. We 
will focus on motivation in more detail when you work through Workbook 06 and chapter 7 of the 
prescribed book. You should now begin to realise what an excellent tool job design is. By simply altering 
a few elements of Peter's job and work environment, an enormous contribution can be made to improve 
job satisfaction, motivation, productivity and (most importantly) organisational goal achievement.  
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5 OTHER ORGANISATIONAL APPROACHES TO JOB DESIGN 

STUDY 
 
Study the sections "The office environment", "Robotics" and "Ergonomics" in chapter 5 of the prescribed 
book. 
 
When designing a job, it is important not only to focus on tasks, but also to consider several other issues. 
In these section you read about the factors in the office environment that can influence job design and 
the impact of robotics and ergonomics on job design. Now you should be able to understand the 
following aspects (Wärnich et al 2015): 
 
 

 
 
 

6 PRODUCTIVITY MEASURES 
 

STUDY 
 
Study the section "Productivity measures" in chapter 5 of the prescribed book. 

ACTIVITY 4.5: Reflecting on productivity at work 
 
Reflect on the productivity levels in your organisation (or a friend or family member's) and answer the 
following questions. If you aren’t employed, ask a friend or family member about their organisation. 
 

1. Do you think you (or they) are productive every day? Give reasons and examples for your 
answer. 

The office environment refers to work 
aspects such as 

•space 

•workstations 

• lights 

• furnishings 

Robotics refers to the use of robots to 
perform routine tasks in organisations. 

Ergonomics considers an employee's 
relationship with his/her workstation. This 
includes machines used, lighting, noise, 
chairs, etc. in relation to his/her posture, 
back, hand movements and the 
environment.  
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2. Do you think your (or their) colleagues are always productive? Give reasons and examples for 
your answer. 

3. Explain the impact of unproductivity in your (or their) organisation.  

FEEDBACK 
 
To answer these questions you need to understand what is meant by the concept of productivity. 
Productivity is a measure of output of goods and services relative to the input of labour, material and 
equipment. HR professionals often apply strategies for improving productivity and quality in their 
organisations. Most of these strategies depend on the employees seeing a link between what they 
produce and what the company is attempting to achieve. Without this relationship, work may seem less 
meaningful and ultimately employees will be less motivated to perform. 
 
 

7 OTHER JOB DESIGN ARRANGEMENTS: SCHEDULES AND LOCATIONS 
 

STUDY 
 
Study the section "Other job design issues: work schedules and locations" in chapter 5 of the prescribed 
book. 
 
An alternative job design arrangement that is gaining popularity is workplace flexibility. Organisations 
are moving away from the traditional working hours (i.e. from 08:00-16:00) and are becoming more 
aware of employees' special needs. Flexible working hours enable organisations to increase their 
attractiveness to a more diverse pool of applicants. 
 
An interesting innovation in the work design area is telecommuting. Here employees who normally do 
most of their work by computer are permitted to perform their duties at home. However, as indicated in 
the prescribed book, careful screening of these employees is essential to avoid problems. An issue that 
is closely related to telecommuting is the use of non-standard employment. 
 

Other alternative work arrangements include various scheduling techniques  these can be built into 
jobs to give employees increased freedom to plan their own work. Alternative options in this regard 
include compressed work weeks, flexitime and telecommuting. 
 
As workplace flexibility is a new trend, it is important to also note some of its disadvantages.  
 
 

8 JOB ANALYSIS 
 
When a new job needs to be filled, the HR manager cannot simply place a person in the job without 
knowing what the new employee will be responsible for, i.e. what tasks, duties and responsibilities the 
new employee will have. It should also be clear what qualifications and abilities the person should 
possess to function successfully on the job.  
 
In this section we will explore the purpose and process of a job analysis. 
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STUDY 
 
Study the sections "The nature of job analysis", "The importance of job analysis" and "Components of a 
job" in chapter 5 of the prescribed book. 
 

8.1 THE CONCEPT AND IMPORTANCE OF JOB DESIGN 
 
New jobs are created and old ones are redesigned almost daily. This can create major challenges for the 
HR manager when attracting employees to the organisation. It is vital to have a sound job analysis 
process in place to overcome these challenges. A job analysis is a systematic process for gathering, 
documenting and analysing data about the work required for a job. 
 

 
Figure 4.3: Importance of job analysis 
Source: Adapted from Wärnich et al (2015) 
 
After working through this and the previous sections, we can conclude that job design and job analysis 
are closely integrated and make a vital contribution to the success of the organisation. To emphasise the 
importance of job analysis, we invite you to watch the following YouTube video: 
Important of job analysis (https://www.youtube.com/watch?v=XTELckexrdU)  
 
 

8.2 THE COMPONENTS OF JOB ANALYSIS 
 
As part of studying the section "Components of a job”, make sure you study table 5.1 to understand the 
components of a job analysis. 
 
A job analysis helps the organisation and the employees to understand the qualities needed by 
employees, defined by means of behavioural descriptors, to provide optimum work performance. These 
qualities range from personality characteristics and abilities to specific skills and knowledge. 
In conducting a job analysis, you need to answer the following questions: 

 What are the tasks, duties and responsibilities that should be performed on the job? 

 What qualifications and abilities does the incumbent need to be successful in this job? 

Importance 
of job 

analysis 

Accommodate 
organisational 
restructuring 

Engage in 
employee 

reward and 
motivation 

Introduce and 
accommodate 

new 
technology 

Compliance 
with labour 
legislation 

Introduce teams in 
the workplace  

https://www.youtube.com/watch?v=XTELckexrdU
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8.3 THE JOB ANALYSIS PROCESS 

STUDY 
Study the section "Programme implementation" in chapter 5 of the prescribed book. In this section a 
typical job analysis process is described. The process is illustrated in figure 4.4 below. 
 
 

 
Figure 4.4: Job analysis process 
Source: Adapted from Wärnich et al (2015) 
 
What does this all mean? 
 

Step Description 

Step 1: 
Establishment of a 
review committee 

A review committee comprising a representative from the labour unions, 
representatives from all major departments and members from professional 
bodies (of which employees are members) can be developed to start a 
successful programme. With the establishment of workplace forums, greater 
involvement of employees will also have to be considered. The committee is 
responsible for making critical decisions in choosing the appropriate job analysis 
technique and the important job elements to be evaluated. 

Step 2: 
Information 
collection 

The HR manager and his/her team should be able to collect relevant information 
about the job and analyse and interpret the information. Several data gathering 
methods are available to the HR manager. It is his/her task to determine the 
most suitable method for the  organisation. The type of data-gathering method 
to use will depend on the organisation's unique needs and circumstances. The 
various data-gathering methods can be divided into two groups: general and 
specific methods. 
  
General methods (Wärnich et al, 2015)  
One or more sources are used to gather job-related information, e.g. technical 
manuals, training manuals and previous job evaluation information. 

 Site observations  
Observing people at work allows the analysts to identify precise details about 
the timing, frequency and complexity of various tasks and duties, gather 
information about workflow, production efficiencies, work conditions, materials 
and equipment used on the job and assess the actual physical tasks that make 

Commitee 
review 

•Establishment of 
a committee 

Information 
collection 

•Six data 
collection 
methods 

Information 
review 

•Categories of 
information about 
the job 

Job analysis 
product 

completion 

•Different uses for 
job analysis data 
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up the job. 
A job analyst randomly samples the content of the job instead of observing all of 
an employee's behaviour. This is useful for highly repetitive, mostly mental jobs 
which are found in clerical and service concerns. 

 Interviews  
The analyst will conduct an interview with the job incumbent or job supervisors 
and will ask similar questions about a particular job, thus giving the interview 
some structure. This method is particularly valuable when the primary purpose 
of the job analysis is for designing performance appraisal standards, identifying 
training needs and determining job worth. 

 Diaries  
Job holders are asked to keep a diary of their work activities during an entire 
work cycle. Diaries are normally filled in at specific times of the work shift and 
maintained for two to four weeks. 

 Questionnaires  
This is possibly the most effective method of gathering job information. Use of a 
questionnaire is faster than an interview and almost always results in 
standardised, specific information about the jobs in an organisation. A computer 
can add up the scores on a questionnaire and create a printout summarising the 
job’s characteristics. Follow-up interviews can be scheduled with certain 
employees in cases where the information gathered is insufficient. 
 
Specific methods (Wärnich et al, 2015) 
Besides the above methods of data collection, a number of specific techniques 
that provide structured and quantitative procedures for determining job duties 
have been developed. These methods include 

 position analysis questionnaire 

 functional job analysis 

 common metric questionnaire 

 work profiling system 

Step 3: 
Information review 

All information should be assembled and reviewed with the employees and the 
job analysis committee. A first draft of the information should be drafted and 
provided to the analyst to make sure that the data is factually correct and 
complete and that a clear picture of the job is presented. The analyst should 
check with the employees and supervisors involved in gathering the information 
before submitting the draft to the job analysis committee. The committee will 
then review each analysis to make sure that it is both objective and easily 
comparable with analyses of other jobs.  

Step 4: 
Job analysis 
product 
completion 

Job analysis forms the cornerstone of all other HR functions and the information 
obtained is the basis for several interrelated HR management activities. The job 
analysis data may also be used to write job descriptions or job specifications, to 
conduct a job evaluation for wage and salary purposes, to determine training 
and development needs and to create tests for employee selection. 
Job analysis is therefore a very useful tool for the HR manager. By doing a job 
analysis, he/she can determine what should be done in each position in the 
organisation and by whom.  
The data collected in a job analysis and reflected in a job description includes a 
description of the context and principal duties of the job. It also contains 
information about the skills, responsibilities, mental models and techniques for 
job analysis. Job analysis is thus an essential first step for many HRM functions.  
We can think of a well-written job description as a photo of a job. It therefore 
needs to communicate as specifically but concisely as possible what 
responsibilities and tasks the job entails and what the key qualifications of the 

job are  the basic requirements (specific credentials or skills)  and, if 
possible, the attributes that underlie superior performance. 
Job analysis produces information for writing job descriptions and job 
specifications.  
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8.4 JOB DESCRIPTIONS AND JOB SPECIFICATIONS 
 
 

 
 
Figure 4.5: Job analysis – job descriptions and job specifications 
In summary: 

 A job description is a detailed summary of the tasks, duties and responsibilities of the job 
concerned. 

 A job specification indicates the type of person to be appointed (qualifications and experience).  
Information on both the job description and the job specification is generally used in the recruitment 
advertisement. There are, however, a few do's and don'ts that need to be considered in compiling a job 
description. These guidelines can be found in the section "Programme Implementation" in chapter 5 of 
the textbook. 
 

ACTIVITY 4.6: Uses of the job analysis 
 

1. Job analysis information serves as the foundation for basically all other HR activities. Identify the 
different HR activities by completing figure 4.6.  

Job analysis 

Job description 

A statement containing items such as   
job title 

place 

job summary 

machinery, tools and equipment 

material and forms used 

supervision provided or received 

working conditions 

risk 

(Tells us more about the job) 

Job specification 

A statement that spells out the human 
capacities neccessary for the task and 

includes    

 training 

experience 

judgement 

initiative 

physical input 

physical skills 

responsibilities 

communication skills 

emotional characteristics 

extraorinary demands on sensory 
perception 

(Tells us more about the person in the 
job) 
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Figure 4.6: Uses of the job analysis 

2. For this activity you will need to find two advertisements for new jobs:  

 Find an advertisement in any newspaper containing advertisements for new positions. 

 Find an advertisement on any online recruitment site. 
Now answer the following questions: 
a. List three aspects that describe the tasks, duties and responsibilities of the jobs in the two 

advertisements. 
b. Identify and describe the qualifications and abilities employees require for these two positions. 
c. Compare the information in the two advertisements with the information in figure 4.6 and evaluate 

both advertisements according to the following criteria: 
 There is a clear distinction between the job description and specifications. 
 There is comprehensive information on both the job description and specifications. 
 The advert is written about the job, not the person. 
 Each sentence begins with a verb in the present tense. 
 It presents the tasks in a logical, numbered sequence. 

 

FEEDBACK 
1. You will note that the job analysis process provides a rich source of valuable information. 

This information serves as the foundation of many other HR activities. Remember that the 
main activities of the HR manager (as discussed in Workbook 01) range from job analysis to 
research and problem-solving. Once the analysis has been completed, providing the HR 
manager with information on what jobs are done and the types of employees needed to do 
these jobs, all the other HR activities (e.g. recruitment, selection, orientation, internal staffing, 
performance appraisal, training and development) can be done!  

 
2. While doing this activity, you probably noticed that all the recruitment advertisements explain 

what type of person will be suitable (referring to the qualifications and abilities needed, which 
is the job specification) and what this person will actually be doing (referring to tasks, duties 
and responsibilities, which is the job description). The tool which provides all these details is 
the job analysis.  

Job 
analysis 

1   Training 
& 

development 

2 

3 

4 

5 
Recruitment 

6 

7 

8 
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The critical role of modern job analysis is in guiding, learning about and developing the activities 
of employees. Modern job analysis deals with development by using tools that will help 
employees to address issues such as (1) what it takes to do a job, (2) what an individual brings to 
the job and (3) what the gaps (learning and development needs) are. 
 

9 JOB ANALYSIS PROBLEMS 
 
Although job analysis is generally seen as one of the best tools at the HR manager's disposal, it does 
have certain drawbacks. Some of the most common ones are the employees' perceptions of the process 
and how often to undertake the process. While doing a job analysis, the continuous changes in the 
organisation and its environment may lead to changes in jobs, thus making the collected information 
obsolete (outdated). 

STUDY 
Study the section "Job analysis problems" in chapter 5 of the prescribed book. In this section you will 
read about the problems that can occur when doing a job analysis.  
 
 

10 SUMMARY 
 
You should now realise to what extent job design can contribute to improving the employees' work and 
productivity. You should also realise how important job analysis is. It should become clear that by simply 
conducting a proper job analysis, many of the organisation's main HR problems can be solved. Job 
analysis is considered one of the most important tools of HR professionals. The data collected is used as 
a starting point in the design of most HR systems, including restructuring, HR planning, recruitment 
strategies, selection processes, training and career development programmes, performance appraisal 
systems, job design/restructuring efforts, compensation plans and health and safety requirements. A job 
analysis helps to ensure that HR systems will be professionally sound and will meet legal requirements. 
 
In this last section, make sure you can recognise, relate and apply your  new knowledge and skills in and 
at your workplace. The final activity will help you in this. 
 

ACTIVITY 4.7: Application of knowledge gained in Workbook 04 
 
Read this case study and answer the questions that follow. 
 

GOOD INTENTIONS AREN'T ENOUGH 
 
Doreen's organisation downsized four times in three years, and each time management made an effort 
to find an alternative job for her. She was a dependable and productive employee, and her supervisors 
didn’t want to lose her. In their efforts to keep Doreen she was assigned three different jobs in two 
different workgroups over the three-year span. Sam, Doreen's current boss, thought Doreen was 
particularly resourceful and clever. She was the kind of employee the organisation had to retain once the 
difficult times were over. 
 
Sam and the other managers also thought Doreen knew how lucky she was that she still had her job. 
Sam and his colleagues were wrong. As far as Doreen was concerned, the last three years had been a 
nightmare. 
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Every time she began to catch on to a new job, the organisation announced more restructuring, and she 
ended up with another assignment. She desperately wanted to do a good job, but she didn’t completely 
understand what she was supposed to do until weeks into each new assignment. There were occasional 
pats on the back encouraging her to hang in there, but there was also increasing pressure to do more. 
 
Each day, Doreen reported to a workspace designed for fifteen people and now home to just three. 
Abandoned files and photos of bygone office parties haunted her. Making matters worse, her own 
workload increased rapidly, partly as a result of the workgroup's shrinking from fifteen to three. 
 
Doreen couldn’t help but feel at least a pang of "survivor's guilt" whenever she moved into a new job 
once held by a dismissed co-worker. Despite her success in still holding on to a job, she felt distrustful 
towards management, overworked and more insecure than ever. In addition, she sensed resentment 
from other survivors and co-workers who wanted to know what skills and knowledge she was expected 
to bring to the job. A question kept popping up in her mind: "Why was I any better than the person I 
replaced?” 
 
Doreen was afraid to tell Sam how she felt. She could not handle the stress of constantly figuring out 
what was expected of her. Admitting her faults to Sam could only put her already precarious future at 
risk. Talking to Sam about the confusing nature of her work, she reasoned, would be the straw that 
would break the camel's back and result in her own organisational demise. It would be better to hide 
these frustrations until things improved. So she plodded to work each day, did what she could and asked 
no questions. 
 
Doreen attempted to vent her frustration by combing through the help-wanted ads in the local paper. And 
while the number of possibilities was smaller than in years past, eventually Doreen's search paid off. She 
interviewed for another job and was made an offer at less pay, which she quickly accepted. 
 
Doreen's boss was flabbergasted. Sam had no idea she was any more unhappy about her job than any 
of the other survivors. And for her to leave abruptly after he had bent over backwards to make sure she 
wasn't laid off was simply ingratitude. Sam thought that what he and the other managers had done to 
protect Doreen from lay-off was a marvellous act of allegiance to employees. 

 
Questions: 
 

1. Identify what major factors affected the organisation. Discuss the mistakes that were made by the 
HR management of the organisation. 

2. Explain how these mistakes affected Doreen. 
3. Explain what Doreen decided to do.  
4. Explain what Sam should have done to solve the problem. 
5. Conduct a job analysis of any job category identified at the organisation Doreen worked for by 

using the questionnaire we have provided here.  
6. Use the information gathered in the questionnaire to draw up a job description and job 

specification for this job. 
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EMPLOYEE'S NAME _______________________  
 
Date completed ___________________ 
 
Position _______________________ Department _________________________ 
 
Title of immediate supervisor __________________________ 
 
   

1. List the names and job titles of people you supervise, and the amount of time 
spent on supervision. 
 

Name Title Hours of supervision per 
day/week supervising 

   

   

   

 
2. What is the minimum school or university qualification that a person needs to 
start in your position? 

 
________________________________________________________________ 
 
________________________________________________________________ 

 
3. What special type of training, skill or experience should a person possess before 
starting in your position? 

 
________________________________________________________________ 
 
________________________________________________________________ 

 
4. What training and experience have you received in your position, and how long 
would it take the average person to perform this work satisfactorily without close 
supervision? 

________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 

 
 

5. What machines or equipment do you operate in your work, and for what 
percentage of your time per day, week or month? 

     

Machine % Period 
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6. What do you consider to be the most important decisions that you alone make in 
the course of your work, and what percentage of time is devoted to making these 
decisions? 

________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 

  
7. What responsibility do you have for handling money, inventory or other valuables, 
and what is your estimate of their worth? 

    

Responsibility R worth per week 

  

  

  

      
8. What responsibility do you have in dealing with customers or other people 
outside the organisation? 

  

Person contacted Position Nature of contact Frequency of 
contact 

    

    

    

  
9. What unusual aspects about your work and your work surroundings (working 
conditions, hours, out-of-town travel, physical requirements, etc.) should be 
included in a description of your job? 

 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 

10. What activities do you perform only at stated periods (weekly or monthly) or at 
regular intervals? 

  

Activity Purpose Interval 

   

   

   

  
11. List the specific duties you perform in the usual course of your daily work, and 
indicate approximately what percentage of your work day you spend on each 
activity. (Try to use active verbs such as type, file, interview, etc.) 

   
   ________________________________________________________________ 
 
   ________________________________________________________________ 
 
   ________________________________________________________________ 
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FEEDBACK 
 
Serious problems were experienced by the organisation. This shows that in practice the HR manager's 
task may become very complicated. You should have noticed the following when answering the 
questions in this activity: 
 

1.  Doreen was assigned to three different jobs in two different workgroups in the three-year period. 
Although Sam thought that it was a good idea to protect Doreen from a possible lay-off, this was 
not the correct strategy to use. She was assigned to different jobs without anybody telling her 
exactly what to do and what was expected. Whenever moves took place, nobody considered the 
results in terms of office space and no attention was given to reorganising the workspace. When 
Doreen moved from one job to the other, nobody told her why she was selected and she felt 
guilty about the people who lost their jobs. The HR management should have explained all these 
aspects to her. 

 
2.  Doreen felt that she wanted to do a good job, but this was impossible because she moved from 

job to job even before she could catch on to the new job. This made her feel as if she couldn’t do 
a proper job. Every time she moved to another job she didn’t understand what she was supposed 
to do and she felt pressure to do more. Doreen felt guilty and unsure about why she "survived" 
and the others lost their jobs. Furthermore, she no longer trusted management and she didn’t feel 
comfortable telling Sam how she felt.  

 
3.  Doreen decided not to discuss her problems with Sam and this resulted in her feeling stressed; 

she worried that if she decided to speak to Sam, she might lose her job too. Doreen decided that 
she couldn’t carry on working like this anymore. She decided to look for another job in the 
newspapers. She went for a job interview and was offered a job at a lower salary, which she 
immediately accepted. 

 
4.  Sam should actually have done a thorough job analysis and written a detailed job description and 

job specification. This would have helped Doreen to understand what they expected from her. 
The skills needed to perform the job should also have been defined. Sam should have clarified 
the mission of the department and indicated why it was important for the organisation. Another 
aspect which is important is that existing members of the department need to know that there is a 
valid business reason for retaining specific employees, even though others in the organisation 
are being laid off. They also need to understand what the role of the new employee is in the 
department to eliminate any perceptions that the employee is not actually needed. Most of these 
problems can be solved by simply doing a proper job analysis! 

 
 5.  You should have completed the questionnaire.  
 
 6. Make sure your job description includes details such as the job title, tasks and responsibilities of 

the job. The job specification should include the requirements of the specific person needed to do 
the job, for instance the qualification, skills required etc.  
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11 SELF-ASSESSMENT 
 
Now that you have completed this workbook, you need to determine whether you have 
achieved the relevant learning outcomes stated at the beginning of the workbook. 
Therefore, read through the outcomes again before attempting to answer the self-
assessment questions.  
 

To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it doesn’t provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes. 
 
Question 1 
 
Explain how a well-designed job contributes to the incumbent's job satisfaction by doing the following: 
 

1.1 Describe the concept "job design". 
1.2  Differentiate between the content, functions and relationships of a job. 

 
Question 2 
 
Tshepo works part time in a fast-food outlet. His job is to 

 take orders from the customers 

 communicate the orders to the kitchen staff 

 pack the orders 

 record the transaction on the cash register 

 accept payment and return any change 
 

The kitchen staff members have very specific jobs  they either cook the food, prepare the side dishes 
such as salads, or do the cleaning. 
 

2.1 Indicate whether these jobs are motivation-intensive or specialisation-intensive. Substantiate 
your answer by describing the job scope and job depth of each job using specific examples 
from the scenario described here. 

2.2 Make three recommendations on how these jobs can be redesigned. 
 

Question 3 
 
"Before recruitment and selection can start, a job analysis must be done for a job."  
Critically discuss this statement. 
 
You need to  

 explain the term “job analysis” 

 describe the end results of a job analysis process 

 explain how these results can be used in recruitment and selection 
 
Question 4 
 
If Tshepo's manager wants to do a job analysis in his fast-food outlet, identify which steps should be 
taken. Discuss which general methods of data-gathering can be used. Substantiate your answer. 
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Question 5 
 

5.1 Discuss some of the problems that Tshepo's manager may encounter during the job 
analysis. 

5.2 Make recommendations on how these problems can be managed proactively. 
 
 

Question 6 
 
In table format indicate the advantages and disadvantages of using interviews, observation and 
questionnaires for collecting job analysis data. 

FEEDBACK 
 
Question 1 
 
The answer to this question can be found in "Designing jobs" and figure 5.1 in the prescribed book. 
 
Explain that a job design determines how a task is performed, and that it describes the tasks, authority 
and decision-making responsibilities of the job incumbent. It also identifies working relationships with 
managers and colleagues and social relationships between the employee and work. Discuss these 
concepts. 
 
Question 2 
 
Consult the sections "Specialisation-intensive jobs" and "Motivation-intensive jobs" in the prescribed 
book to answer this question. 
 
Define the concepts "motivation-intensive jobs" and "specialisation-intensive jobs", and describe the 
terms "job scope" and "job depth". Use this information to determine if the jobs in the fast-food outlet are 
motivation-intensive or specialisation-intensive. Illustrate your discussion with examples from the 
scenario. 
 
 
When discussing how the jobs can be redesigned, explain job rotation, enlargement and enrichment, 
and work teams. Decide which, if any, of these methods can be used in the fast-food outlet. 
 
Question 3 
 
This question can be answered by using the information in "The nature of job analysis" and "Product 
completion" in the prescribed book. 
 

Describe the term "job analysis" and describe the documents that are the end result of a job analysis  
job description and job specification. 
 
Question 4 
 
See "Programme implementation" in the prescribed book to answer this question. 
 
Identify and briefly describe the steps involved in the job analysis process. Remember that the general 
and specific methods discussed in the book are data-gathering methods, which represent one of the 
steps in the job analysis process. Decide which general methods of data-gathering can be used in the 
fast-food outlet and substantiate your answer by describing the method and discussing its advantages 
and disadvantages. 
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Question 5 
 
The answer to this question can be found in "Job analysis problems" in the prescribed book. 
 
Four difficulties are discussed in the book that the job analyst and/or manager may encounter in the job 
analysis process. Identify and discuss these difficulties and also explain how these problems can be 
prevented. 
 
Question 6 
 
The answer to this question can be found in "Information collection" in the prescribed book. 
 
Various ways are discussed in the book to collect information for collecting data. Discuss the different 
methods and indicate their advantages and disadvantages. 
 
 

CARRY ON 
 
Now that you have successfully completed Workbook 04 and all the activities, you can go on to 
Workbook 05. 
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Have a look at the mind map to see where you are in the process of working through the 

study material. 
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1 LEARNING OUTCOMES 
 

 
 
After completing this workbook, you should be able to 

 critically discuss different ways in which labour markets can be identified and approached 

 discuss the advantages and disadvantages of internal versus external recruiting 

 describe internal and external methods of recruiting 

 list and discuss a number of hiring alternatives 

 explain the HR department's role in the selection process  

 discuss several types of selection interviews and some key considerations when conducting 
these interviews 

 discuss the merits of references 

 describe the various decision strategies for selection  

 explain how legal concerns impact on both recruitment and selection 
 

2 KEY CONCEPTS 
 

Before you begin studying this workbook, refer to the key terms at the end of chapter 6 in 
the prescribed book. This will assist you in becoming familiar with the different concepts 
that we refer to in this workbook.  
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Some of the important key concepts in this workbook are 
 

 
 

3 INTRODUCTION 
 
In Workbook 04, we introduce you to the concepts of job analysis and job design. You learnt that these 
HR tools are used to determine 

 the tasks, duties and responsibilities to be performed 

 the qualifications and abilities of the people who should perform these jobs 

 how these jobs should be designed to ensure that employees are motivated and perform 
optimally 

 
Once all of this information is known, the HR manager and his/her team can start a process to find the 
right people to fill the available positions in the organisation.  
 
The key questions we aim to answer in this workbook are as follows: 

 How and where should an organisation look for the right people to fill specific positions in 
the organisation? 

 How will the organisation ensure that it selects the right people for the right position at the 
right time?  

 
In our search to find answers to these questions we will explore recruitment and selection as two 
important HRM functions in an organisation.  
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4 RECRUITMENT – CONCEPT, PROCESS AND STRATEGIES 

STUDY 
 
Study the sections "The recruitment process", "Recruitment in a diverse workforce" and "Labour market 
information" in chapter 6 of the prescribed book. 
 
Now that you have worked through these sections, you should be able to answer the following questions: 

 What is recruitment? 

 What are the steps in the recruitment process? 

 What recruitment strategies can an organisation use to deal with the challenges in a complex 
labour market?  
 

4.1 WHAT IS RECRUITMENT? 
 
Recruitment is the process of acquiring applicants who are available and qualified to fill positions in the 
organisation (Wärnich et al 2015). 
 
A successful recruitment process requires careful planning and coordination. The HR team (or 
professional responsible for recruitment in the organisation) uses the recruitment tool to attract people to 
the organisation who will be able to perform specific kinds of jobs effectively. Through the recruitment 
effort, the HR team (professional) is able to obtain a pool of potential employees from which to choose 
the best candidates.  
 
Larger organisations often have an HR professional, who specialises in recruitment, in their HR teams. 
This HR professional and his/her team will be responsible for implementing and managing the 
organisation's recruitment strategy and process. Often smaller organisations cannot afford to have 
specialists to fulfil the different HR functions and will use an HR professional, who functions as a 
generalist. This means that the generalist and a team will implement and manage the different HR 
functions in the organisation. In some cases organisations outsource the recruitment function.  
 
You learnt in Workbook 01 that it is of the utmost importance for the HR team to build relationships with 
the line management of the organisation to ensure that they work in partnership on all HR functions in 
the organisation. An effective partnership between the HR team and line management has many 
benefits for an organisation: 

 The HR team can really fulfil its role as strategic partner and advisor in the organisation. 

 The line manager understands the HR functions and can fulfil his/her role as people manager of 
his/her team members. 

 The line manager is empowered to take joint responsibility for the HR-related aspects of team 
members. This cuts out the middle-man approach, where the HR team is seen as the only people 
manager in the organisation. 

 A partnership allows for HR activities to be integrated with the organisation business objectives. 

 A partnership enables line managers to develop more competent skills in managing people. 

 Line managers can help improve the quality of HRD activities by closing the gap between 
individual and organisational performance. 
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4.2 WHAT DOES THE RECRUITMENT PROCESS ENTAIL? 
 
The main objective of any recruitment effort is to attract the right person for the right position at the right 
time. This is normally accomplished by following a process that is carefully planned and implemented. 
Figure 5.1 illustrates the steps of a recruitment process. Also see figure 6.2 in the prescribed book. 
 
 

 
 
Figure 5.1: Steps in the recruitment process 
Source: Adapted from Wärnich et al (2015) 
 
We explain each of these steps in the recruitment process in the table that follows. 
 

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. 

Table 5.1: Steps in the recruitment process 
Source: Adapted from Wärnich et al (2015) 
 
 

Step 1: Identify job 
openings 

Step 2: Determine 
job requirements 

Step 3: Decide 
what recruitment 

sources and 
methods to use 

Step 4: Obtain a 
satisfactory pool of 

applicants 
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Organisations need to remember that recruitment is not always a simple process and cannot be done 
without proper planning. They need to search for the candidate with the appropriate skills who will fit in 
with the organisation's culture. This video further explains how recruiting and selecting talented staff may 
be challenging. 
Recruitment and Selection (available at https://www.youtube.com/watch?v=SYwUfCCMHvk) 
 

4.3 RECRUITMENT STRATEGIES FOR A COMPLEX LABOUR MARKET 
 
After working through the steps in the recruitment process and watching the video on recruitment, you 
should have realised that this isn’t a simple process. It can lead to issues and challenges that impact on 
the recruitment process and subsequently on the organisation. Organisations don’t function in isolation. 
An effective HR manager should always be aware of major developments and trends in the labour 
market. All HR strategies, including those relating to recruitment, need to constantly be updated or even 
altered according to labour market developments. Think about the following examples: 

 In developing countries such as South Africa, with their related unemployment and skilled labour 
challenges, both the public and private sectors need to develop and implement flexible strategies 
to recruit the right people at the right time for the right position.  

 Competing organisations have to attract the best possible applicants from the labour market. The 
labour market is characterised by a great diversity of wage rates for the same occupation. This 
makes it even more important for the HR manager to remain in touch with labour market trends.  

 
The labour market is not stagnant and sometimes lacks mobility, tends to be unstructured and is mostly 
disorganised. It can be divided into different segments: 

 managerial 

 clerical 

 professional 

 technical 

 blue collar 
These segments can be further subdivided into local, national and international markets. 
 
These issues and challenges can be grouped into three main areas, namely the organisation, the 
recruiter and the external environment. Although the influence of these issues may vary from 
organisation to organisation, HR professionals or recruiters need to take note of the most common 
constraints and challenges. These may include organisational policies, HR plans, affirmative action 
plans, recruiter habits, environmental conditions, job requirements, costs and incentives. 
 
As you have probably noted, the HR manager has to consider many important issues relating specifically 
to the labour market before the recruitment process starts. Some of these issues are summarised in 
figure 5.2. These include legal developments (e.g. the Labour Relations Act and the Employment Equity 
Act), the economy, technological developments and their competitors. 
 

https://www.youtube.com/watch?v=SYwUfCCMHvk
https://www.youtube.com/watch?v=SYwUfCCMHvk
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Figure 5.2: Labour market issues 
Source: Adapted from Wärnich et al (2015) 
 

Activity 5.1: Understanding recruitment 
 
Many of you wish to pursue your career in HRM as a recruitment consultant. Watch the following video 
to get a clear idea of the typical activities performed by a recruitment consultant: 

A day in the life of a Robert Half recruitment consultant  
(available at https://www.youtube.com/watch?v=YF8V41v4noY)  

Now apply the knowledge you have gained on recruitment and answer these questions: 

1. Explain the concept of recruitment in your own words. 
2. Discuss some of the challenges an organisation or recruitment consultant may face. 
3. Draw a diagram to illustrate the recruitment process. 

 FEEDBACK 

1. Recruitment is the process of acquiring applicants who are available and qualified to fill positions 
in the organisation. What this means is that this is a method of selecting the most suitable 
candidates and placing them in positions where they can perform well. 

 
2. Organisations face several challenges in recruiting the right employees. Sometimes they are 

required to source candidates with specific skills as specified by the client and they are unable to 
do so. Finding and placing talented employees that match the organisational fit will require a lot of 
planning and coordination and this task should not be done hastily. 

 
 
 

Labour 
market 
issues 

Unemploy-
ment 

Strikes 

Poverty 
Wage 

subsidy 

Labour 
legislation 

https://www.youtube.com/watch?v=YF8V41v4noY
https://www.youtube.com/watch?v=YF8V41v4noY
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3. Compare your diagram with figure 6.2 in the prescribed textbook. You will notice that the 
recruitment process consists of a number of steps that must be followed. The applicants must 
satisfy the requirements of the jobs to be filled. The recruitment effort therefore needs to be 
based on the job analysis and job design (discussed in Workbook 04). If the HR manager doesn’t 
have this information, the recruitment effort will be a waste of time and money. Recruitment is not 
a simple activity carried out by the HR manager every day. Rather, it is a complex process 
consisting of several clearly identifiable steps. Line management is also often involved in this 
process. 

 

5 RECRUITMENT SOURCES TO OBTAIN EMPLOYEES 

STUDY 
 
Study the section "Recruitment sources" in chapter 6 of the prescribed book. 
 
Now that you have worked through this section, you should be able to describe different recruitment 
sources that could be used in the recruitment process. 
 
In this section recruitment sources are divided into two categories, namely internal and external 
applicants. 
 

ACTIVITY 5.2: Sources of recruitment 
 

1. Specify the recruitment source(s) that your organisation uses in most cases. 
2. In table format identify the advantages and disadvantages of the source(s). 

 

FEEDBACK 
 
 

1. You will probably have noticed that your organisation uses both internal and external recruitment 
sources. Many organisations choose to recruit internally first (if they have employees who meet 
the criteria). This will enable greater job satisfaction and increase employee motivation. The 
organisation should weigh the advantages of recruiting internally against those of recruiting 
externally for each job opening. 

 
2. Your table could include all or some of the advantages and disadvantages of the recruitment 

sources outlined here. 
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Advantages and disadvantages of recruiting internally 

Advantages Disadvantages 

 Increases morale of current employees  Unhealthy competition among 
employees 

 Knowledge of personal records  Inbreeding resulting in no new ideas  

 Chain effect of promotion  Morale problem for those who are not 
promoted 

 Need to hire only at entry level  Strong management development 
programme needed 

 Usually faster, less expensive  

 Employee is productive sooner  

 Little or no orientation is needed  

 
 

Advantages and disadvantages of recruiting externally 

Advantages Disadvantages 

 Applicant pool is greater  Destroys incentive of employees to strive 
for promotion 

 New ideas  Individual's ability to fit in with the rest of 
the organisation is unknown 

 Reduces internal infighting  Increased adjustment problem 

 Minimises Peter principle  Takes longer for the employee to 
become productive 

  Comprehensive orientation is required 

 
Source: Adapted from Wärnich et al (2015) 
 

6 RECRUITMENT METHODS 

STUDY 
 
Study the section "Methods of recruitment" in chapter 6 of the prescribed book. 
 
Now you should be able to describe the different internal and external recruitment methods that could be 
considered in the recruitment process. 
 
HR managers have many recruitment methods at their disposal. To make sure you understand the 
purpose of each method, let’s briefly look at the different methods. 
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Figure 5.3: Methods of recruitment 
Source: Adapted from Wärnich et al (2015) 

ACTIVITY 5.3: Selecting the most appropriate recruitment method 
 

1. Think about the organisation that you work for or an organisation that you know of and its 
recruitment procedures. Does it use internal or external recruitment? Specify the method most 
commonly used within the organisation. 

2. Use a table to list the advantages and disadvantages of each internal and external method of 
recruitment. 

 
 

Recruitment 

Internal Job posting 

External 

Direct applications 

Employee referrals 

University/school 
recruitment 

Private employment/ 
recruitment 
agencies 

Advertising 

Direct mail 

Rerecruiting 

Radio, TV and the 
internet: e-recruiting 
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FEEDBACK 
 

1. You would have noticed that organisations use more than one source of recruiting employees. 
The employer will have to consider various factors before determining the source that will be 
used. Factors such as the position ranking, skills and experience required and availability of 
applicants must be considered.  

2. The advantages and disadvantages of recruitment methods 

Method Advantages Disadvantages 

Job posting Easy access by all employees, 24-
hour availability, minimum 
paperwork and immediate 
notification to workers. 

Can create several morale 
problems if not done properly. 

Direct applications Provide an inexpensive source of 
good applicants to the 
organisation, especially for entry-
level clerical and blue-collar jobs. 
 

If a large number of applications 
are received, the cost of screening 
and maintaining a file of applicants 
can be high; medium-sized and 
smaller companies don’t receive a 
large enough volume of direct 
applications to fill all positions with 
available and qualified candidates 
without using other recruitment 
methods. 

Employee referrals Quick, inexpensive and can help 
the organisation pirate successful 
employees from other companies. 

Inbreeding and nepotism can 
cause employee morale problems 
and decrease success and 
productivity of employees. 

University/school 
campus recruiting 

Helps to recruit talented students. Competition with other recruitment 
agencies may occur. 

Private 
employment/recruitment 
agencies 

Useful in selecting skilled 
employees. 

Can become very costly. 

Advertising Allows organisations to recruit 
employees from other 
organisations who are ready for a 
job change. 

Limited to use locally owing to high 
cost of relocation of employees.  

Direct mail Enables recruiter to get the 
attention of desirable candidates 
and gives the employer an 
advantage over other employers. 

For middle and top management 
jobs, the best candidates may not 
respond to newspaper or trade 
journal ads, as they are not actively 
seeking jobs. 

Rerecruiting Employees are already familiar 
with the organisational functions 
and easily fit back into the work 
environment. 

These candidates may not be 
willing to return to the organisation 
to resume working there. 

Radio, TV and the 
internet: 
 e-recruiting 

Attracts a large pool of applicants 
across the globe and allows for a 
quick response from applicants. 

More unqualified applications, 
additional work as more résumés 
must be reviewed and there are 
many observers who don’t apply 
for the job. 

Source: Adapted from Wärnich et al (2015) 
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7 OTHER HIRING ALTERNATIVES 

STUDY 
 
Study the section "Hiring alternatives" in chapter 6 of the prescribed book. 

Now you are familiar with the traditional approaches. Organisations can also incorporate creative 
recruitment approaches, such as using temporary help or leasing employees. After working through this 
section, you should be able to describe the different alternative hiring methods that could be considered 
in the recruitment process. 

 

Figure 5.4: Alternatives to hiring new/additional employees 
Source: Adapted from Wärnich et al (2015) 
  
 

8 IMPACT OF THE LAW ON RECRUITMENT 
 

STUDY 
 
Study the section "Recruitment and the law" in chapter 6 of the prescribed book. 
  
HR functions are governed by a legislative framework. Figure 5.5 summarises the different Acts that 
form part of this framework. It is the responsibility of the HR team to create awareness about the 
implications of these Acts on the workplace. The team must also inform the organisation and specifically 
line management about changes to the legislation. 
 
 

Assigning 
overtime 

Temporary help 

Leasing 
employees 
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Figure 5.5: Legislative framework governing HR  
Source: Adapted from Wärnich et al (2015) 
 
With the implementation of the Labour Relations Act 66 of 1995, the Basic Conditions of Employment 
Act 75 of 1997 and the Employment Equity Act 55 of 1998, a number of issues relating to the recruitment 
process have arisen. Employees now have to analyse their recruitment policies and procedures and in 
some cases compile new recruitment and selection procedures. This table describes the legislative 
framework that governs HR in South Africa.   
 
Table 5.2: Legislative framework 
 

Act Description 

Labour 
Relations Act 
(LRA) 66 of 1995 

The LRA provides the framework for the collective dimension of people and their 
work. The overall purpose of the LRA is to advance economic development, social 
justice, labour peace and the democratisation of the workplace. This could be 
achieved by fulfilling a range of objectives. These objectives are to 

 give effect to and regulate the fundamental rights in the Constitution 

 give effect to obligations incurred by the Republic as a member state of the 
International Labour Organisation 

 provide a framework within which employees and their trade unions, 
employers and employers' organisations can 

o collectively bargain to determine wages, terms and conditions of 
employment and other matters of mutual interest, also at sectoral and 
workplace level 

o formulate industrial policy 
 

 promote employee participation in decision-making in the workplace 

 facilitate the effective resolution of labour disputes 

Laws 
governing 

HRM 

Constitutional 
law 

Common law 

Basic 
Conditions of 
Employment 

Act 

Occupational 
Health and 
Safety Act 

Compensation 
for 

Occupational 
Health and 
Injuries Act Unemployment 

Insurance Act 

Labour 
Relations Act 

Employment 
Equity Act 

Skills 
Development 

and Skills 
Development 

Levies Act 

National  
Qualifications 

Framework Act 
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The LRA is only enforceable in SA and only in relation to parties that  
fall within its scope, i.e. employers and employees and their employment 
relationships. The LRA is under the jurisdiction of the Labour Court and the 
Commission for Conciliation, Mediation and Arbitration (CCMA). 
It is important to note that members of the National Intelligence Agency (NIA), 
South African Secret Service (SASS) and South African National Defence Force 
(SANDF) are excluded from the ambit of the LRA. 

Basic 
Conditions of 
Employment Act 
(BCEA) 75 of 
1997 

The BCEA aims to advance social justice and economic development. It regulates 
minimum requirements in terms of  

 working time (including meal intervals/breaks, daily and weekly rest periods 
and overtime) 

 work on Sundays and public holidays 

 leave (annual, sick, maternity, paternity, family responsibility leave, etc.)  

 processes related to pay/remuneration and notice periods when the 
employment contract is terminated 

 
The BCEA applies to all employees, except the SASS, NIA and SANDF. 
 

Source: Adapted from Wärnich et al (2015) 
 
Although the implications of these Acts should be considered, the Affirmative Action Act and the 
Employment Equity Act play important roles to ensure fair application of the LRA in the recruitment 
process.  
 
For a more detailed discussion of the relevant legislation, you could visit the Department of Labour's 
website. However, your Labour Relations modules will also discuss the relevant legislation in more 
detail.  
 

ACTIVITY 5.4: HR legislation in practice 
 

1. Critically discuss why it is relevant and important that both HR professionals and line managers 
understand the legislative framework governing HR. 

2. Read this case study and answer the questions that follow. 
 

Recruitment 
 
A long-established charity organisation campaigning for social justice in an international context needed 
to recruit several new employees. Its young and enthusiastic staff group, conscious of their inner-city 
location, wanted to ensure that the workforce reflected the local community, which up to then it did not. 
With three posts to fill, they decided to make sure that a black candidate was appointed to the secretarial 
vacancy, and to make the recruitment to the two campaigns officer posts open. They used their equal 
opportunities monitoring form to shortlist only black candidates, and a relatively inexperienced young 
woman was appointed after she and four others were interviewed. The other posts were both filled by 
white men. 
 
It soon became apparent that the new secretary was unhappy in her post, and she was not able to relate 
well to overseas enquirers, of whom there were many. After only four months she resigned, and during 
her exit interview, she explained that she had found out about the decision to appoint a black person, 
and had felt that hers was a token appointment. There was no incentive to do well, and in any case, 
nobody had offered her training - they just had assumed that she would be able to relate to the 
organisation's international contacts. 

Source: http://www.voluntarymatters1and2.org/people/staff/case_studies/recruitment.html   
 

http://www.voluntarymatters1and2.org/people/staff/case_studies/recruitment.html
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2.1 Summarise the main legislative issues as they appear in the extract. 
2.2 Advise the charity organisation by listing the mistakes they made during the recruitment 

process of the secretary. 
 

FEEDBACK 
 

1. As you probably realise by now, an organisation must always stay in touch with the latest 
legislative developments and their impact on human resource practices, such as recruitment. Not 
only do organisations have to consider their recruitment policies and procedures, but failing to do 
so could also have very serious implications. The Employment Equity Act, for example, stipulates 
that an applicant responding to a recruitment advertisement is regarded as an employee! If the 
recruitment process is discriminatory in any way, the applicant may take legal steps against the 
organisation. Candidates are also entitled to enquire why their application for a specific job was 
not successful and the organisation should supply reasons for its choice. Since the 
democratisation of South Africa, organisations have been competing more freely in a global 
market. In view of this development, a good HR manager will also have to stay in touch with 
global issues when his/her organisation starts operating internationally. 

 
2.1 The main issues in the above extract are as follows: 

 In terms of the Employment Equity Act 55 of 1998 and the affirmative action  and employment 
equity practices in South Africa, it is illegal to recruit people only because of the colour of their 
skin or other characteristic that defines their race, even if you are trying to redress an 
imbalance.  

 Employers need to be absolutely clear about what the job is about, and measure candidates 
for their potential to meet its requirements. Some of the requirements may include 
employment equity targets. 

 The inherent job requirements must be met by the recruitment process and the appointment 
that is made. 

 People who are not appointed on their own merit rarely succeed, and always need support.  
 

 2.2 Advice on how the charity organisation should have approached the situation differently: 

 It should have developed a clear job specification and job description to use as a guide for the 
recruitment process. 

 It should have identified a series of tests to measure the key criteria that a candidate had to 
comply with.  

 It should have targeted its recruitment drive at all suitable people in order to find the 
appropriate and qualified candidate for the position.  

RECAP 
 
Now that you have completed the first part of the workbook on employee recruitment, you should be able 
to 

 explain what recruitment is 

 follow specific steps, and adapt them when necessary, while recruiting 

 apply the different recruitment strategies for a diverse workforce, and use the various labour 
market sources when recruiting 

 choose and implement the most effective recruitment source and method that will support the 
organisation's special needs and goals 
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 be aware of and use the different hiring alternatives when necessary 

 discuss the legal implications of the recruitment process 

After recruiting properly, the HR manager will have a pool of candidates available. He/she will then have 
to choose the most suitable people for the positions which need to be filled. When the HR manager does 
this, he/she will be using the next tool available, namely selection. 

 

9 SELECTION – CONCEPT AND PROCESS 
 
Earlier we said that to understand the recruitment and selection processes we need to answer the 
following two questions: 

 How and where should an organisation look for the right people to fill specific positions in the 
organisation? 

 How will the organisation ensure that it selects the right people for the right position at the right 
time?  

We have answered the first question by discussing recruitment and its related processes, sources and 
methods.  

Now we will explore the concept of selection and the selection process to answer the second question. 

STUDY 
 
Study the sections "Selection", "An HR responsibility" and "Selection and the law" in chapter 6 of the 
prescribed book. 
 
Now that you have worked through these sections, you should be able to answer the following questions: 
 

 What is selection? 

 Who is responsible for the selection process? 

 What Acts should be considered during the selection process?  
 

9.1 WHAT IS SELECTION? 
 
Given the sometimes large pool of candidates responding to the recruitment effort, the HR manager 
often in conjunction with line management has to select the best candidates for the different positions. 
He/she therefore has a huge responsibility in predicting which people are likely to be the best fit for a 
specific position. Selection is the process of choosing from a group of applicants the individual best 
suited for a particular position (Grobler et al 2011:179). 
 
The employee selection process can be extremely complex because people have different personalities, 

qualifications, experiences and motivation levels  in other words, each person is unique. The individual 
differences influence the individuals/panel members who are responsible for selecting the right person 
for a position as well as the individual candidate who participates in the selection process.  
 

9.2 WHO IS RESPONSIBLE FOR SELECTION DECISIONS? 
 
The HR recruitment specialist is responsible mainly for selection decisions and the selection process. 
Once again, it is important that the HR professional or recruiter and line management work in partnership 
to ensure that they select the right person for a specific position. Generally, more effective selection 
decisions are made when many people are involved in the decision and when adequate information is 
available to those selecting the candidates and finalising the selection process. 
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9.3 WHY ARE SELECTION AND THE LAW SO IMPORTANT? 
 
Refer to figure 5.5 on the HR legislative framework in section 8. With the adoption of the employment 
equity legislation, the Constitution and the LRA, the selection process has, for most South African 
organisations, become somewhat of a nightmare. In a lot of cases it is not applied correctly. The labour 
legislation, especially the Employment Equity Act and the LRA, impact directly on the selection process - 
interviews and tests. Take, for instance, the selection interview. Although there is no standard list of 
taboo questions, the HR team members need to guide the panel to ensure that the process is fair and 
not discriminating (e.g. relating to race, age, marital status, religion, sexual preferences). When deciding 
what selection tests to use or selection decision to make for a specific position, it is important not to be 
biased. 
 

ACTIVITY 5.5: Selection procedures in the workplace 
 

1. Explain the concept of selection in your own words. 
2. Critically discuss the role of the line manager in the selection process. 
3. Read the following scenario and complete the activity: 

Selection 

You are the newly appointed HR manager of a large car manufacturing organisation. After two months of 
finding your feet in your new position, you realise that the selection process in the organisation doesn’t 
comply with South African labour legislation and that discriminatory practices take place. You observe 
that people are selected based on, among other things, their race, gender, culture or sexual orientation. 
Another problem is that interviews are not conducted according to labour legislation. Interviewees are 
asked irrelevant questions about their marital status, whether they plan to have children, etc. 

For example, a very qualified and experienced mechanic applied for a position in the organisation's 
workshop. However, after the interview with the workshop manager, she was not shortlisted, for no other 
reason than that she was female. You are aware that discrimination can be regarded as fair, but only in 
certain situations (as specified in the Employment Equity Act), but the discrimination in this example 
doesn’t seem fair. Or is it? Let's find out. 

After discussing your concerns with senior management and getting their approval, you arrange a 
meeting with all the line managers as well as the HR team in the organisation.  

3.1 Provide line management with information about labour legislation and how it influences the 
selection process.  

3.2 Supply them with information regarding the do's and don'ts of selection, according to labour 
legislation.   

FEEDBACK 

1. Selection is the process of choosing the most suitable candidate in order to appoint the person in 
the relevant position.  

2. You should have noticed that the HR department plays a vital role in the selection process, but 
they are not the only people involved. Other people such as line managers might be able to give 
very valuable inputs and information that can also help the HR manager in the selection process. 
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Selection is not always an easy task. It is further complicated by current legislation in South 
Africa. 

3. The Employment Equity Act states that all discrimination, both direct and indirect, is forbidden 
during the employment process. However, there are two instances where fair discrimination can 
take place, namely to take affirmative action measures (consistent with certain requirements) and 
to distinguish, exclude or prefer any person on the basis of an inherent requirement of a job. 
According to labour legislation, there are certain topics that you cannot explore with job 
applicants when interviewing them. If you do this, you are contravening the law because you 
could possibly be discriminating against the person. The bottom line is that selection criteria 
should be based on job-related issues only. This brings us to the actual selection process, which 
we will discuss in the next section. 

 

10 SELECTION PROCESS 

STUDY 
 
Study the section "The selection process" in chapter 6 of the prescribed book. 
 
Now you should be able to describe the steps in the selection process. 
 
Normally, most selection processes follow a standard pattern as illustrated in figure 6.4 in the prescribed 
book. These steps may be altered or followed in a different sequence, according to the organisation's 
unique needs. 
 
Because of its importance, the selection process is often regarded as the heart of an organisation's HR 
activities. Just imagine the wasted time and money (measurable and immeasurable) when the wrong 
person is chosen! There is also no doubt that the selection process can be just as expensive as 
recruitment in terms of possible legal action against the organisation if it is not done correctly. The 
selection tool should be used with care. Let’s consider selection in practice. 
 
Because of the subjectivity of the selection process, there is no method to guarantee that only the best 
candidates will always be selected. In an effort to ensure that the main purpose of selection is met, 
various people are usually involved in the selection decision. 
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Figure 5.6: Steps in the selection process 
Source: Adapted from Wärnich et al (2015) 
 
Table 5.3: Different types of interviews 
 

 
Source: Adapted from Wärnich et al (2015) 
 
 
 
 

Initial 
screening 

Minimises the 
time that the 

HR department 
must spend on 
the selection 
process by 
removing 
obviously 

unqualified or 
undesirable 
applicants. 

Determines if 
the applicant 

meets the 
critical job 

specifications 
or other 

requirements 
as stipulated in 

the 
Employment 
Equity Act. 

Completion of 
application 

blank 

A formal 
record of the 
individual's 

application for 
employment. 

The 
information on 
the application 

blank is 
compared with 

the job 
specifications 
to determine 
whether there 
is a potential 

match between 
the company's 
requirements 

and the 
applicant's 

qualifications. 

Interviews 

The purpose of 
the interview is 
to determine if 
the applicant 
has the ability 
to perform the 
job and to be 
motivated to 

perform the job 
and to 

determine if 
the applicant's 
needs match 
those of the 
organisation. 

Pre-
employment 

testing 

The use of 
testing in the 

selection 
process has 

had periods of 
growth and 

decline. Some 
tests weren't 
reliable and 
others didn't 

predict 
employee job 
performance 
accurately. 
Today most 

employees are 
far more 

careful with the 
selection and 
use of tests 

and consider 
reliability and 
validity of the 

tests. 

Reference 
checks 

A reference 
check can 

save energy 
and serves as 
a cost-effective 

method of 
screening out 
undesirable 
applicants. 

Medical 
examination 

After the 
decision has 
been made to 

make a job 
offer, the next 
step involves a 

physical 
examination. 

Medical testing 
is only 

permitted in 
certain 

situations and 
must comply 

with the 
Employment 

Equity Act and 
other labour 
legislation. 

Different types of interviews 

Unstructured 
interviews: 

Questions are 
developed from 

answers to previous 
questions. 

Structured 
interviews: A set of 

standardised 
questions are asked 

to all the job 
applicants.  

Mixed: A set of 
standardised 

questions as well as 
questions 

developed from the 
answers to previous 
questions are used. 

Behavioural: 
Applicants give 

specific examples 
of how they have 

performed a certain 
task or resolved a 

problem in the past. 

Stress: Interview 
designed to create 

anxiety and put 
pressure on an 
applicant to see 

how they respond. 
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11 SELECTION DECISION AND RECORD-KEEPING 
 

STUDY 
 
Study the sections "The selection decision" and "Record keeping" in chapter 6 of the prescribed book. 
 
Now you should be able to explain the importance of the selection decision and record-keeping to 
complete the selection process. You should also be able to critically discuss the impact and 
consequences of ineffective selection and placement decisions on the organisation. 
 

12 SUMMARY 
 
You should now realise how important the recruitment and selection processes are. If these processes 
are neglected or carried out incorrectly, the organisation will suffer. Remember that the recruitment effort 
should aim to attract the best possible candidates to ensure a competent, able and effective workforce. 
This, in turn, ensures optimal organisational goal achievement. Although we discussed the possibility of 
recruiting temporary workers in this workbook, we could ask: Aren’t organisations exploiting these 
workers?. In other words, are organisations giving them all the benefits that permanent workers enjoy? 
What do you think?  
 
The selection process is the heart of an organisation's HR function. After all, the main objective of 
selection is to ensure that the right person is appointed in the right position at the right time. Once this 
has been done, the organisation can concentrate on ensuring that this employee contributes to the 
overall achievement of the organisational vision and goals. The selection process must be acceptable to 
all interested parties, including the applicants, selectors and managers. The final decisions should be 
made fairly and objectively. This will lead to a more cohesive workforce and a business that 
demonstrates sound and healthy HR practices. 
 
In this last section, make sure you can recognise, relate and apply your new knowledge and skills in and 
at your workplace. The final activity will help you in this. 
 

ACTIVITY 5.6: Application of knowledge gained in Workbook 05 
 
Read the case study at the end of chapter 6 in the prescribed book and answer these questions: 
 

1. You are the recruitment consultant for Batho-Pele Air. Explain to the HR manager the types of 
recruitment methods Batho-Pele Air could consider.  

 
2. Give him reasons why you recommend these methods. 
 
3. Advise the manager which methods (internal and external) you, as Batho-Pele's recruitment 

consultant, think are the most effective. 
 
4. Taking the Employment Equity Act into consideration, advise the manager on the advertising 

media that Batho-Pele Air should use when recruiting externally. Refer to table 6.3 in the 
prescribed book. 

 
5. Draw a diagram to illustrate the steps you will follow in recruiting a flight attendant for Batho-Pele 

Air. 
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6. Refer to the advertisement that Batho-Pele Air uses to advertise the position of flight attendant. 
 

6.1 Critically discuss the fairness of this advertisement. Give reasons for your viewpoint. 
6.2 Rewrite the advertisement to deal with the issues of unfairness. 
6.3 Draw a diagram to explain the selection process you will follow to ensure that a fair process 

is applied. 
6.4 Draft a list of five to eight interview questions for the panel members, who will interview the 

candidates for the flight attendant position. 
6.5 Draw up a letter of appointment for the newly appointed flight attendant, Ms Thembi 

Mpesela.  
 

 FEEDBACK 
 
Most organisations don’t use only internal or external recruitment sources; they use a combination of 
both to satisfy their needs. In view of the legislation and most organisation policies, they would start with 
internal recruitment efforts so that employees have the opportunity for career advancement. Batho-Pele 
Air will also use both recruitment sources. The recruitment sources will be determined by the 
organisation's needs and goals at the particular time. For example, if Batho-Pele Air needs to recruit an 
experienced pilot for a new Boeing that it has acquired, it would probably give existing staff members the 
opportunity to apply for this position before advertising externally. In the case of a flight attendant, it will 
probably also advertise internally first before recruiting externally (as in the case study) to increase the 
pool of applicants and acquire new, enthusiastic employees to join the organisation. Once the sources 
have been identified, a decision has to be made about the recruitment method to be used. 
 
You should now realise that, although there are various recruitment sources and methods, the HR 
manager has to be very careful to use the appropriate source and method for a particular job in order to 
maximise the recruitment effort. There are also certain advantages and disadvantages of each type of 
advertising media which need to be taken into account. Although most organisations recruit to increase 
their permanent body of employees, some prefer to use other hiring alternatives. To ensure that the best 
possible candidate is obtained, certain recruitment steps should be taken. A diagram such as figure 6.2 
in your prescribed book clearly indicates the recruitment process that should be followed.  
 
The HR manager of Batho-Pele Air is planning to place a job advertisement in a local newspaper to 
advertise the position of a flight attendant. This obviously means that the company is looking for a new 
employee to fill this position. It is therefore busy with the process of recruitment.  
 
Batho-Pele Air is allowed to specify certain physical requirements such as height because of the limited 
space in an aircraft, which makes it an inherent requirement of this particular job. Other requirements 
such as work experience, willingness to travel and so forth are directly related to the job's requirements. 
When these factors are taken into account, the requirements/criteria in the advertisement are fair. 
 
Possible problems with the advertisement that might arise include the following:  
 

 There is no information in the advertisement about the remuneration package and/or benefits that 
the position of flight attendant offers to the successful candidate. A candidate needs to know 
what the organisation offers before they can apply for the position. The current trend is to include 
a statement such as "The organisation offers market-related remuneration and excellent 
benefits".  

 In the light of the labour legislation in South Africa, especially the Employment Equity Act 55 of 
1998, it might occur to you that the word "man" used in the advertisement (looking for flight 
attendants to man flights) may be regarded as sexist and chauvinistic. Recruitment is strongly 
influenced by labour legislation, which needs to be taken into account when drafting an 
advertisement.  
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 The case study states that the advertisement is going to be placed in a "local" newspaper. This 
could be problematic if the advertisement is placed in an Afrikaans or Sotho newspaper, for 
example, as it would be discriminatory towards people who can't read and understand those 
languages. The pool of applicants would also become much smaller, because the advertisement 
would not reach people who cannot read and understand those languages. If the organisation 
decides to advertise in a local newspaper, it will have to choose a widely read newspaper that will 
not unfairly discriminate against potential applicants. 

 
Once the advertisement has been placed and the recruitment process is completed, the HR manager 
and her assistant would probably continue to the selection process. Figure 6.4 in your prescribed book 
clearly indicates the steps that should be taken during the selection process. The HR manager and her 
assistant will typically work through the applications to establish who they want to invite for pre-
employment tests. Then they would probably conduct interviews with the candidates that are the most 
suitable for the flight attendant position. They could even arrange second interviews with some of the 
candidates. Some of the questions they can ask the applicants could include: "Tell me about your work 
experience in customer service", "Are you willing to travel?" and “What do you typically do with a difficult 
customer who doesn’t want to adhere to the in-flight rules (such as remain seated during take-off and 
landing)?”. 
 
In some cases during interviews line management might also be involved. Lastly, the company would 
make a job offer to the most suitable candidate. The candidate will then respond to the offer and, upon 
acceptance, receive a letter of appointment. A good letter of appointment should include all the aspects 
listed in your prescribed book.  
 

13 SELF-ASSESSMENT 
 
 Now that you have completed this workbook, you need to determine whether you have 
achieved the relevant learning outcomes stated at the beginning of the workbook. 
Therefore, read through the learning outcomes again before attempting to answer the 
self-assessment questions.  
 

To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it doesn’t provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes. 
 
Question 1 
 

a. Differentiate between human resource planning, employee recruitment and employee selection 
by defining each concept. 

b. Explain how they are used together to ensure that an organisation has sufficient employees with 
the required skills, knowledge and experience to do the work. 

 
Question 2 
 
You are the CEO of a large mining company that is struggling to reach its employment equity targets. 
The organisation suffers because of the shortage of skilled labour. The HR manager holds a meeting 
with you, asking you which of the non-traditional recruitment strategies you would recommend to the HR 
department to implement in the mine in order to resolve this problem. 
 
Write a one-page report with suggestions to the HR manager. 
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Question 3 
 
As the HR manager of a car manufacturing company, you have determined that the organisation has 
certain staffing requirements.  
 
Explain where you will start to fill these vacancies. In your answer refer to the recruitment sources that 
you will consider. 
 
Question 4 
 
You have been working as an HR officer for a small publishing firm for the past three years. The owner 
and CEO of the firm are young and want the organisation to be part of the information age. The owner 
has decided that, instead of advertising vacancies in the print media, the organisation will now only 
advertise on the internet. You disagree with this decision and must draw up a short report defending your 
case.  
 
Write a one-page report in which you 

a. compare the different methods of recruitment 
b. list the advantages and disadvantages of the different methods 
c. indicate the requirements of the Employment Equity Act in this regard  

 
Question 5 
 
Your organisation advertised a position for a sales assistant. The position requires someone with Grade 
12 and two years' experience in an engineering environment, as well as a sound ability to speak English 
and at least one other language (the person will have to deal with overseas customers).  
 
There are also employment equity targets that must be met at the end of the year. You have received 
more than 300 applications, mostly from young, inexperienced school leavers. You have screened all the 
applications and assisted the sales manager in drawing up a shortlist consisting of six applicants, four of 
whom are non-white. Of these four, two don’t have Grade 12, but have been working in sales in an 
engineering environment for more than five years. The sales manager is reluctant to include the two 
candidates who don’t have Grade 12, saying that you just want to saddle her with someone who won’t 
be able to do the job. You believe the two candidates are both suitably qualified, even though they don’t 
have Grade 12.  
 
Write a one-page report in which you 

a. explain the concept of "suitably qualified" to the manager 
b. discuss the implications of unfair discrimination in recruitment and selection processes 

 
Question 6 
 
Refer to the scenario in question 5 and answer the following questions: 

a. List the steps you would follow in the selection process for the position described and explain the 
purpose of each step.  

b. Indicate whether you would leave out any of the steps in the selection process. Substantiate your 
answer. 

 
Question 7 
 
The interview is the most popular selection tool used in companies. Yet research has shown that the 
interview is low in both reliability and validity.  
Discuss how you can ensure objectivity of the interviews for the position described in question 5. 
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FEEDBACK 
 
Question 1 
 
Make sure that you understand that although HR planning, recruitment and selection are all concerned 
with finding qualified workers, they are distinctly different HR activities. Make sure that you don’t become 
confused. Use a table to clearly distinguish between these concepts. You will see that HR planning 
indicates whether the organisation will need to find additional employees, and recruitment is the start of 
the process of finding qualified workers. Recruitment ensures that there is a large pool of candidates for 
the organisation to choose from, while selection is the actual choosing of the most appropriate 
candidate. The processes complement one another: you cannot select without recruiting first and you 
cannot recruit without first determining whether you need to. 
 
Question 2 
 
You can find the answer to this question in "Recruitment strategies in a diverse workforce" in the 
prescribed book. 
 
While answering this question, keep in mind that most organisations that use tried and trusted 
recruitment sources may struggle to meet employment equity targets. When the demographics of the 
workforce have to change, this implies a change in the recruitment sources and strategies. Think 
carefully about this answer before you make a recommendation. You as the CEO could have made 
recommendations such as implementing training programmes in mining for the disadvantaged to help 
employees in designated groups meet job requirements; or implementing learnerships, apprenticeships 
and mentoring programmes to help employees and give them guidance to improve their skills and gain 
experience. A different recommendation could also have been made if substantiated sufficiently.  
 
Question 3 
 
You will find the answer to this question in "Recruitment Sources" in the prescribed book. 
 
When answering the question, note that you as the HR manager must decide whether a job opening 
should be filled by a person that is already employed by the organisation, or by someone from outside 
the organisation. You should also discuss internal and external applicants in your answer, as well as 
provide information on the advantages and disadvantages of both these sources of recruitment.  
 
Question 4 
 
You will find the answer to this question in "Methods of recruitment" and "Recruitment and the law" in the 
prescribed book. 
 
When answering this question, don’t just list the advantages and disadvantages of each recruitment 
method, but study them carefully and then decide which of the advantages and disadvantages will suit 
your argument best. Also include the requirements of the law in terms of employment equity and 
advertising of posts in your answer. 
 
Question 5 
 
You will find the answer to this question in "Selection and the law" in the prescribed book. 
 
Start this answer by clearly describing the term "suitably qualified". Then relate this to the example given, 
stating whether a person who doesn’t have the minimum qualifications required in the job may still be 
suitably qualified. Can some of the requirements be substituted for others? Give reasons for your 
answer. Should the organisation appoint someone who is not suitably qualified simply to meet their 
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employment equity targets? Will this be fair or unfair discrimination? When answering this part of the 
question, remember to distinguish between fair and unfair discrimination before you decide. 
 
Question 6 
 
You will find the answer to this question in "Steps in the selection process" in the prescribed book. 
 

Make sure that you answer the whole question  you must list the steps and describe the purpose of 
each. Then decide if you would leave out any steps and why. 
 
Question 7 
 
The answer to this question can be found in "Interviews" in the prescribed book. 
 
This question is easy to answer, as all the steps to ensure the objectivity of an interview are discussed. 
When answering this question, don’t just list the steps in the book, but make sure you discuss them in 
sufficient detail to prove that you understand the process, and relate them to the example described in 
the question. 
 

CARRY ON 
 
Now that you have successfully completed Workbook 05 and all the activities, you can go on to 
Workbook 06. 
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The mind map below will be repeated at the beginning of each learning unit. The aim of 

this mind map is to give you an indication of where you are in the process of working through the study 

material. 
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1 LEARNING OUTCOMES 
 

 

LEARNING OUTCOMES 
 
After completing this workbook you should be able to: 

 Explain the importance of onboarding and orientation  

 Design an orientation programme for a new employee, paying attention to what it should contain, 
how it should be implemented, by whom and on what timescale 

 Explain why the evaluation of the onboarding and orientation is important 

 Discuss how motivation is linked to individual performance 

 Discuss various motivational theories 

 Discuss the practical implications of the various motivation theories 

 Identify the changing nature of the psychological contract 

 List a number of retention determinants in four broad areas within the work context  
 
 

2 KEY CONCEPTS 
 

You will come across numerous subject-related concepts in each learning unit. These 
concepts are listed as key concepts at the beginning of each workbook. Before you begin 
studying this workbook, refer to the key terms at the end of chapter 1 in the prescribed 
book. This will assist you in familiarising yourself with the different concepts that we refer to 
within this workbook.  

 
 
 



   

96 
 

Some of the important key concepts in this workbook are 
 
 

 

ACTIVITY 6.1: Feelings and experiences surrounding a new job 
 
Why do you think that orientation play an important role in every organisation? Watch the following video 
and then answer the questions that follow. 

 
Google interns’ first week (available at: https://www.youtube.com/watch?v=9No-FiEInLA) 
 
After watching the video, compare the interns first week at work with your experience. 
 

a. List the emotions that might affect your first day at work as a new employee. 
b. Do you think it is normal to feel uncertain and overwhelmed on your first day at work? Why do 

you think this is the case? 
c. Make a list of things you would like to know on your first day at work. 
d. Do you think proper onboarding and orientation could make a difference to your feelings of 

uncertainty? What about general satisfaction and motivation? 
 

FEEDBACK 
 
Any employee starting his or her career at a new organisation is usually very excited, apprehensive, 

nervous and motivated  all at the same time! Also remember that it is first impressions that last. The 
orientation process plays a crucial role in contributing to positive first impressions. Sadly, though, the 
orientation process is often neglected, resulting in new employees feeling overwhelmed and 
discouraged. Onboarding is a process that starts before the employee joins the organisation and aims to 
develop employee behaviours that will ensure the long-term commitment of an employee with the 
organisation. The main objective of orientation is the integration of the new employee into the 
organisation without delay, so that they can become an effective worker as soon as possible.  

https://www.youtube.com/watch?v=9No-FiEInLA
https://www.youtube.com/watch?v=9No-FiEInLA
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You are now invited to share your thoughts and understanding on onboarding and orientation and you 
are provided with the opportunity to do so online. Refer to the “Discussion Forums” tool on the HRM2601 
myUnisa module site and select “Forum 7: Workbook 06 Activities”. Here you will find all the 
discussion activities for learning unit 6, where you are expected to share your views on specific issues 
with your fellow students. You can post your views online and also see the views of your fellow students. 
This is an ideal opportunity to interact. Let’s start talking! 
 
 

3 INTRODUCTION 
 
In study unit 5 we learned about recruitment and selection as the HR functions in an organisation.  We 
learned that an organisation’s recruitment and selection functions start a process where a prospective 
applicant could become an employee of the organisation.  Once an individual has been appointed as an 
employee, a relationship is established between the employer and the employee.  It is extremely 
important that both parties understand and manage this relationship as it impacts on the success of the 
organisation and the effectiveness of the new employee in his/her role in the organisation.   
 
The HR manager and his/her team is responsible to facilitate a process where the right person is 
appointed in the right position at the right time.  Thereafter both the HR team and the line manager 
needs to make a concerted effort to successfully integrate the new employee into the new 
team/department and work environment in general.  The sooner employees are familiar with their job 
and job environment, the sooner they can function optimally. Organisations are encouraged to make use 
of onboarding and orientation to ensure both short and long-term commitment and success of an 
employee. 
 
The key focus of this section is to address the following question: 
How can employees be successfully integrated into the organisation, motivated and retained? 
 
In the next sections we will look at the processes of onboarding and orientation as a management 
function as well as the role of orientation and motivation in retaining employees in the organisation. 
 
 

4 ONBOARDING AND ORIENTATION: CONCEPTS, OBJECTIVES AND 
BENEFITS 

STUDY 
 
Study the sections “Purposes of onboarding and orientation”, “Benefits of orientation”, “Reasons for the 
lack of effective onboarding and orientation” in chapter 7 of the prescribed book. 
 
After working through this section you should also be able to discuss the following aspects: 

 The concepts of onboarding and orientation. 

 The objectives of an orientation programme. 

 Benefits of an effective orientation programme. 

 Reasons for the lack of effective onboarding and orientation programmes in organisations. 
 
We have now seen that it is necessary for the new employee to be introduced to his/her new job and 
organisation.  In an attempt to ensure that you understand the abovementioned aspects we will now 
complete Activity 6.2. 
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ACTIVITY 6.2: The orientation process in your workplace 
 

1. Explain the concept of orientation in your own words. 
2. Explain the purpose of an orientation programme in your organisation. 
3. List five (5) objectives of the orientation programme in your organisation. 
4. You are the HR Manager of a toy manufacturing company.  No orientation programme for new 

employees is in place.  The CEO is very conservative and feels that orientation is a waste of 
time, money and energy.  You are aware of the damages that lack of orientation can possibly do 
to the organisation and of the benefits of a proper orientation programme.  You have scheduled a 
meeting with the CEO to discuss your concerns regarding this issue.  Prepare notes on the 
benefits of orientation.  Focus on the benefits of orientation for the organisation, the benefits of 
orientation for the employee, as well as aspects that benefits both the employee and the 
organisation. Structure your answer as follows: 

5.  
 

Benefits of orientation for the 
organisation 

Benefits of orientation for the 
employee 

Benefits of orientation for the 
organisation and the 

employee 

Lower employee absenteeism Higher job satisfaction Improved safety 

   

   

   

 
6. Assess the effectiveness of your organisation’s orientation programmes based on the reasons for 

ineffective programmes as discussed in the prescribed book.  
 
 

FEEDBACK 
 

1. Orientation can be explained as the process of integrating the new employee into the 
organisation and familiarising them with the job requirements. 
 

2. The orientation process thus aims to acquaint new employees with all aspects of the organisation 
which will affect them in the execution of their tasks. It should be obvious to you by now that 
orientation plays a crucial role. To succeed, however, the orientation process needs to be 
planned and implemented carefully, keeping its main objectives in mind. 
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3. The main objective of orientation is to effectively integrate the new employee into the 
organisation, ensuring an effective employee in the shortest time possible. Orientation is 
therefore a very important (even critical) HR tool. Other objectives of the orientation programme 
include: 

 Acquainting the new employee with job procedures and goals of the organisation 

 Establishing relationships with co-workers, including subordinates and supervisors 

 Creating a sense of belonging amongst employees 

 Indicating to the employees the preferred method of achieving the organisation goals 

 Identifying the basic responsibilities of the job 

 Indicating the required behaviour patterns for effective job performance  
 

4. As you have probably realised by now, orientation benefits both the organisation and the new 
employee in many different ways. If new employees are integrated successfully into the 
organisation, not only will they become productive soon after joining the organisation (thus 
benefitting the organisation financially), but this will also help to achieve the goals of the 
organisation! However, one should also note the reasons for the lack of effective orientation in 
organisations. 
 

5. You should realise that there is a correct and incorrect way of introducing new employees to the 
organisation and their jobs. Let us now identify some of  the causes of ineffective orientation: 

 The supervisors responsible for the task lack the time and ability to complete it 

 Organisations regard effective recruitment, selection, training and development as substitutes 
for orientation 

 Lack of key concepts in the orientation programme (if present) 

 Limited attention is given to instilling loyalty and commitment to the organisation 

 Employees who are transferred or promoted within the organisation are not subjected to 
orientation programmes 

 

5 A MODEL FOR ORIENTATION 

STUDY 
 
Study the section “A model of orientation” in chapter 7 of the prescribed book. 
 
After working through this section you should also be able to describe the phases of an orientation 
model. 
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Figure 6.1: The orientation process 
Source: Adapted from Wärnich et al (2015) 
 

6 ROLES AND RESPONSIBILITIES FOR ONBOARDING AND 
ORIENTATION 

STUDY 
 
Study the sections “Responsibility for onboarding and orientation” and “Who should be exposed to 
onboarding and orientation?” in chapter 7 of the prescribed book. 

In Section 6.1 we mentioned that the HR team is responsible to facilitate the orientation process to 
ensure that employees are effectively integrated into the organisation.  However it is important to 
understand that the HR manager and his/her team need to work with a number of stakeholders in the 
organisation.  In this section we learn about the roles and responsibilities of the different stakeholders in 
implementing an effective orientation programme.   

P
h

a
s

e
 1

: 
A

n
ti

c
ip

a
to

ry
 s

o
c

ia
li

s
a
ti

o
n

 
The new 

members gain 
an accurate 

picture of the 
organisational 

goals, their 
duties, and 

gain the 
knowledge 
and skills 

required to 
complete their 

tasks. 
  

P
h

a
s

e
 2

: 
E

n
c
o

u
n

te
r 

The new 
employee will 

have to 
developing 

conflict-
handling skills, 
define his/her 

role within 
work groups, 

learn new 
tasks and 

establish new 
interpersonal 
relationships. 

P
h

a
s

e
 3

: 
C

h
a
n

g
e

 &
 A

c
q

u
is

it
io

n
 

The new 
member must 
agree with the 
work group on 
what tasks to 

perform, 
master the 

skills required 
for their new 
job and make 

some 
adjustments to 

accept the 
group's values 

and norms. 

B
e

h
a

v
io

u
ra

l 
O

u
tc

o
m

e
s
  

The new 
member must 
carry out the 

assigned 
roles. If the 

member 
leaves the 

organisation, it 
has failed in 
transforming 
the outsider 

into a 
participating 
member. The 
organisation 

must 
encourage 

new members 
to achieve 

organisation 
goals. 

A
ff

e
c
ti

v
e
 o

u
c
o

m
e
s

 

Successful 
orientation will 
lead to general 
satisfaction of 
the employees 

and greater 
job 

involvement. 
Individuals 

who feel their 
work is 

meaningful will 
be more 

motivated.  



Workbook 06 HRM2601/MO002 
 

101 
 

Figure 6.1: Stakeholders in the onboarding and orientation process 
Source: Adapted from Wärnich et al, 2015. 
 

 

7 ELEMENTS SURROUNDING THE ONBOARDING AND ORIENATION 
PROCESS 

 

STUDY 
 
Study the sections “The scope of orientation”, “Approaches to orientation” and “Duration of the 
orientation process” in chapter 7 of the prescribed book. 
After working through this section you should have a clear understanding of: 

 The scope of an orientation programme. 

 Different approaches in orientation. 

 Duration of the orientation programme. 
  
 
 
 
 

Orientation/ 

Onborading 

Supervisor 

Chair of 
department 

HR 
department 

Mentor or 
buddy 

Shop 
steward/staff 

representative 

New 
employee 
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8 DESIGN, DEVELOP AND IMPLEMENT AND ONBOARDING AN 
ORIENTATION PROGRAMME 

STUDY 
 
Study the sections “Planning an orientation programme”, “Designing an orientation programme”, 
“Implementing the onboarding and orientation programme”, “Evaluation of the orientation programme” 
and  “Problems with the onboarding and orientation programme” in chapter 7 of the prescribed book. 
 
Now that we understand the concept, purpose, objectives of and responsibilities related to an effective 
orientation programme.  In this section we will focus on the aspects that will need to be considered when 
designing, developing and implementing an orientation programme.  These aspects are: 

 Planning, design and implementation of an orientation programme. 

 Monitoring and evaluation of the implementation and effectiveness of the orientation programme. 

 Identifying problems in the onboarding and orientation process 
 
These aspects should guide your thinking about what should be considered when designing and 
planning an orientation programme.  Proper understanding of these important aspects and effective 
planning will ensure the design and development of an effective orientation programme.  The planning 
process will address important factors such as the size, complexity, needs and requirements of the 
organisation and therefore a one size fits all approach cannot be followed in designing and developing 
an orientation programme.   
 
After working through the abovementioned sections in the prescribed book you can complete Activity 
6.3.  Completing this activity will assist you in thinking about the practical application of the different 
aspects that can impact on the effectiveness of the orientation programme in the workplace. 
 

ACTIVITY 6.3: The effectiveness of orientation in the workplace 
 
During exit interviews some employees mentioned that they did not think your organisation’s orientation 
programme is effective.   
 

1. You have been tasked by the HR Director in your organisation to draft a framework for an 
effective orientation programme for your organisation.  In the framework you need to address all 
the above mentioned aspects.  You can use the table below to guide your thinking and planning 
process. 

 

Name of organisation  
 

Industry  
 

Size 
(Number of employees) 

 
 

Complexity  
(E.g. Head office with 
regional offices) 

 

Other aspects:  
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Proposed framework for an orientation programme for __________________________________ 
[insert the name of your organisation] 
 
 

# Item Description 

1. Objective of the 
orientation 
programme 

 
 

2. Benefits of the 
orientation 
programme 

 
 

3. Stakeholders  
[Who should attend?] 

 
 
 

4. Role-players 
[Who will do what?] 

 
 
 

5. Scope of the 
orientation 

 
 
 

6. Approach(es)  
 
 

7. Duration  
 
 

8. Requirements for 
effective design, 
development and 
implementation 
[Policy, budget and 
resources] 

 

9. Categories that will 
cover the content 

 
 
 

10. Steps that will be 
followed to implement 
the orientation 
programme 

 
 
 
 
 

2. List and describe the steps that should be followed to evaluate the effectiveness of the 
onboarding and orientation programme. 

 
3. Identify and list five (5) risks for your organisation if it does not implement an effective onboarding 

and orientation programme. 
 

FEEDBACK 
 
Without a well-planned orientation programme, new employees may misinterpret the organisation's 
mission and reporting relationships, and also receive an inaccurate picture of how things work and why. 
To be successful, a systematic approach to orientation is required. You probably agree that introducing a 
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new employee into the organisation should be preceded by careful design and planning before 
commencing with the actual orientation process. 
You should now realise that a number of things should take place on an employee’s first day. The 
company should at least introduced the new employee to his/her supervisor and provide brief information 
about the organisation on the first day 
 

REFLECTION 
 
Reflect on what you have learned about an onboarding and orientation programme and answer the 
following questions. 
 

a. Have you been part of an onboarding and orientation programme when you started at your 
current organisation? If so, indicate the duration and the scope of the programme. 

b. Do you think your organisation’s orientation programme is effective?  Give reasons for your 
answer. 

c. What could be done to improve the existing orientation programme 
 
 

FEEDBACK 
 
You would probably have responded yes to the question above. Most organisations offer onboarding and 
orientation for new employees in order to familiarise the employee with the job requirements. You will 
notice that some organisations only offer orientation for permanent employees, while contract or 
temporary employees are given a basic induction. The scope of the orientation programme will vary from 
general organisation orientation that will affect all employees within the organisation to specific 
departmental orientation that is tailored to the new employee’s department and job. The duration of the 
orientation programme should not be too long, however the period of orientation should be linked to the 
length of time it takes to become effective on the job. 
 
You should take into consideration what you have learned from you orientation programme and how this 
has equipped you to perform your job better and thereafter make recommendations in areas that can be 
improved. 
 
The discussion above emphasises the important role orientation plays in creating a favourable image of 
the organisation, familiarising new employees with their jobs and job environments, and ensuring that the 
new employee is able to function optimally in the shortest time possible. If an organisation has an 
effective onboarding and orientation programme in place, new employees will become part of the 
organisation in the shortest possible time, and ultimately become loyal and productive employees. This 

again contributes to greater organisational goal achievement  the primary goal of the HR team in 
partnership with the line management. 
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9 THE ROLE OF MOTIVATION IN THE WORKPLACE 
 
Before we start looking at the role of motivation in the workplace, let us reflect on our experiences and 
expectations of motivation in the workplace. 
 

ACTIVITY 6.4: What motivates you? 

Reflect on your understanding of motivation and answer the following questions: 
 

a. What makes you get up and go to work every day? 
b. Who do you think is responsible to ensure that you are motivated at work? 
c. Do you think your organisation is currently creating an environment where the employees feel 

motivated?  Give reasons for your viewpoint. 
d. What will be the benefits of a motivated workforce for your organisation? 

 

FEEDBACK 
 
Motivation is the engine for driving the human resource. Motivation is the reason that you get up and go 
to work everyday. Employees can be motivated by money, status, grades, etc. (extrinsic motivation) or 
by personal growth, recognition, work itself, etc. (intrinsic motivation). Usually employees are motivated 
by a combination of these two factors. The HR department/manager is responsible for developing HR 
activities that fulfil employees’ important needs, or basic requirements for working productively. 
Organisations strive to create an environment where employees feel motivated as people are the 
organisations most valuable asset and therefore they should be looked after and their needs must be 
taken into consideration. A well-motivated workforce can provide several advantages including: 

 Better levels of productivity. 

 Lower levels of absenteeism. 

 Lower levels of turnover. 

 Improved industrial relations with trade unions. 

 Better customer service as employees will be motivated to perform at their optimum level. 
 
 

STUDY 
 
Study the section “Motivation” in chapter 7 of the prescribed book. 
 
Firstly let us look at the concept of motivation.  According to Wärnich, et al. (2015) motivation is the 
engine for driving human resources, i.e. it energises behaviour, gives direction to behaviour and 
underlies the tendency to persist, even in the face of one or more obstacles. 
 
It is important to take into consideration the history and background of job design in order to understand 
this concept correctly. Motivation is a key element of job design and the different motivation theories 
form the foundation of job design. By understanding what motivates people, the HR manager can design 
jobs accordingly. 
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10 MOTIVATIONAL THEORIES 

STUDY 

Study all the subsections of “Motivation” in chapter 7 of the prescribed book. 

In these sections you have learned about a number of different motivational theories.  The theories are 
divided in different categories.  These categories are summarised in Figure 6.5 below. 
 
 

 
 
Figure 6.5: Motivational theories 
Source: Adapted from Wärnich et al (2015) 
 
You would have noticed that the motivation theories all have different beliefs, each emphasising a 
different motivational aspect.  Furthermore it is clear that not all people are motivated by the same 
things, both in the workplace and personally.  This implies that not all employees will be motivated by 
more money, salary increases or bonuses and therefore organisations should be able to accommodate 
these employees by motivating them in different ways, such as challenging job opportunities, growth and 
development, teamwork, etc.   
 
This information can be very valuable to both HR and line managers in their quest to create an 
environment where employees feel motivated.  The HR and line manager should use this information 
when jobs are designed to cater for employees' personal needs and, most importantly, to ensure optimal 
organisational goal achievement. 
 
Let us now complete Activity 6.5 to ensure that we understand the key elements of each of the 
motivational theories. 
 
 
 

Motivational 
Theories 

Maslow's 
hierarchy of 

needs 

Alderfer's ERG 
theory 

Achievement  
motivation 

Goal-setting  

Positive 
reinforcement 

Herzberg's two-
factor theory of 

motivation 



Workbook 06 HRM2601/MO002 
 

107 
 

ACTIVITY 6.5: Application of motivational theories 
1. Complete the table below. 

 
# Theory Researchers  Key elements Practical examples to apply 

this theory 

1. Maslow’s 
hierarchy of 
needs 

 
 
 
 

 
 
 

 

2. Alderfer’s 
ERG theory 

  
 
 
 

 

3. McClelland’s 
achievement 
theory 

 
 
 
 

 
 
 
 

 

4. Management 
by objectives 
(MBO) 
 

  
 
 
 

 

5. Positive 
reinforcement 
 

  
 
 
 

 

6. Herzberg’s 
two-factor 
theory 
 

  
 
 
 

 

 
2. Critically discuss the relation between motivation and money. 
 

FEEDBACK 
 

1. You can compare your response to the information in the table below. 
 
 

Theory Researchers  Key elements Practical examples to apply this 
theory 

Maslow’s 
hierarchy of 
needs 

Abraham 
Maslow 

Motivational tension 
develops when a need 
occurs and is directed 
towards satisfaction of that 
need. Comprises of five (5) 
needs namely: physical 
needs, security needs, 
social needs, self-esteem 
needs and self actualisation 
needs. 

Play on-site games, such as in-door 
mini golf. 
 
 
This displays an employee’s social 
need. 
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Alderfer’s ERG 
theory 
 

C.P. Alderfer’s  Similar to Maslow’s 
hierarchy of needs, 
however suggested that 
when one need is frustrated 
we simply concentrate on 
others. 
ERG = existence, 
relatedness and growth. 

Provide additional education above 
and beyond work-related learning 
interventions. 
 
 
 
This displays an employee’s need 
for growth. 

McClelland’s 
achievement 
theory 
(also known as 
the 
achievement 
motivation 
theory) 

David 
McClelland 

Three (3) needs are 
emphasised = achievement, 
affiliation and power. 
 

Set up a book reading club or book 
exchange. 
 
 
Displays employees need for 
affiliation. 

Management 
by objectives 
(MBO) 
(also known as 
the goal-setting 
theory) 

Edwin Locke Job performance can be 
increased by setting goals. 
MBO involve a systemic 
process where the manager 
and subordinate discuss 
and agree on a set of jointly 
determined goals. 

Write down recognition in the 
employee newsletter and emails, 
post achievements on bulletin 
boards. 
 
 
Emphasis on what was achieved 
rather than how it was achieved. 

Positive 
reinforcement 
 

 Behaviour that leads to a 
pleasant response will be 
repeated, whereas 
behaviour that results in an 
unpleasant response tends 
not to be repeated. 
Managers must reward 
employees to positively 
affect future behaviour of 
employees. 

Have employee recognition events 
such as an employee recognition 
day or lunch with the manager. 
 
 
Managers are rewarding employees 
to encourage positive future 
actions. 

Herzberg’s 
two-factor 
theory 
 

Frederick 
Herzberg 

Hygiene needs 
(dissatisfaction)- negative 
environment creates 
demands for more money, 
better supervision, good 
working conditions, etc. 
Motivator needs 
(satisfaction) - positive job 
opportunities allow worker 
to achieve responsibility, 
growth, recognition, etc. 

Give away free car detailing. 
 
 
Hygiene factor will not increase 
motivation, however, it will not lead 
to dissatisfaction either. 

 
2. A number of behaviourists have been debating this topic for a period of time and no agreements 

and conclusions have been drawn. Most HR professionals agree that a salary increase will not 
solve motivations problems. Managers should strive to use a balance of both extrinsic and 
intrinsic rewards to motivate their employees. They should analyse employee’s efforts, abilities 
and expectations. 
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11 THE RELATIONSHIP BETWEEN THE INDIVIDUAL AND THE 
ORGANISATION 

 
You should now realise that individuals can only perform well in an organisation if they are working in an 
environment where they feel motivated.  This requires that both the employee and the employer should 
be aware or the personal and organisational goals that need to be integrated and achieved. 
 

STUDY 

Study the section “Individual/organisational relationships” in chapter 7 of the prescribed book. 
 
In an attempt to find ways to integrate the individual and organisational goals we need to understand the 
concept of and impact of the psychological contract between the individual employee and the 
organisation. 
 
After studying this section you should be able to: 

 Explain the concept of a psychological contact 

 Describe violations that can have a negative effect on the psychological contract 

 Differentiate between the old and new psychological contract 

 Explain the practical implications of the psychological contract on an organization 
 

ACTIVITY 6.6: Psychological contracts in the workplace 
 

1. Define a psychological contract 
2. Discuss the purpose of a psychological contract 
3. Explain if a psychological contract can be violated? Substantiate your answer. 
4. Explain if psychological contracts can change? Substantiate your answer. 
5. Briefly summarise the differences between the old and new psychological contracts in the table 

below: 
6.  

 

Old contract New contract 

The organisation is the parent and 
the employee is the child. 

The organisation and employee enter 
into adult contracts focused on 
mutual benefits. 
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FEEDBACK 
1. A psychological contract is an unwritten agreement between the employee and the organisation 

where the mutual expectations of the employee and the organisation are spelt out. 
 

2. Psychological contracts lay the foundation of the employment relationship and include 
employees' expectations regarding remuneration and benefits on the one hand, and on the other 
hand also create a perceived obligation. These types of contracts also manage expectations. You 
should realise that these contracts are ever changing depending on changes in the work 
environment, organisation, society and also the employee. These contracts are based on 

perceptions and perceptions can differ  there could thus be conflict in terms of mutual 
expectations. Think back on your first job or ask a family member or a friend. When you started 
you expected certain things and your employer also expected certain outputs in return. If the 
psychological contract was unfulfilled you would probably have resigned. 

 
3. Psychological contracts can be violated in one of two ways, namely by reneging and through 

incongruence. What does this mean? Reneging occurs when one of the parties breaks a promise 
knowingly, if one of the parties does not want to fulfil the terms of the agreement or if one party is 
unable to fulfil these terms. If the employee and the organisation have different understandings 
about the obligations of the agreement, this is called incongruence. The opposite is also true. If 
the promises are kept by the employer they gain the employee's trust which may lead to 
enhanced motivation and job satisfaction. This, in turn, can influence the employee's commitment 
to the organisation. 

 
4. Yes, the psychological contract can change. For example, when an organisation relocates or 

when they are retrenching staff the contract will change. This implies that the relationships will 
change and consequently also behaviours. Changes can also take place as a result of employee 
demands and demographics. A new type of psychological contract could thus emerge based on 
the fact that there is no job security and that people will be employed as long as they are needed 
and can add value. 

 
5.  

Old contract New contract 

The organisation is the parent and 
the employee is the child. 

The organisation and employee enter 
into adult contracts focused on mutual 
benefits. 
 

The organisation defines the 
employee’s identity and worth. 

The employee self identifies his/her 
identity and worth. 
 

Those employees who stay with the 
company are good and loyal, while 
others are seen as bad and disloyal. 

The regular flow of people in and out 
the organisation is healthy and should 
be celebrated.  
 

Employees who do what they are told 
will have a secure job until 
retirement. 

Long-term employment is unlikely 
multiple relationships should be 
expected and prepared for. 
 

Promotion is the primary route for 
growth. 

A sense of personal accomplishment 
is the primary route for growth.  
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In summary we learned that: 

 A sound psychological contract can lead to motivate create an environment where employees 
can function optimally.   

 The contract could sometimes be violated.  

 One could say that a contract can be used to predict individuals' behaviour.  
 
The question that will probably come to mind is: 

 Why does an organisation need to ensure that an employee is orientated into an organisation 
and team; and 

 The organisation creates an environment where employees feel motivated. 
 
In an attempt to answer this question we will explore the concept and purpose of retentions of 
employees in an organisation. 
 

12 RETENTION OF HUMAN RESOURCES 

STUDY 
 
Study the section “Retention of human resources” in chapter 7 of the prescribed book. 
 
Retention can be explained as encouraging favourable conditions to motivate employees to be 
productive and stay within the organisation. In order for employees to remain productive to the 
organisation, the organisation expects certain obligations from employees. Employees in turn expect 
certain obligations from employers. 
 
A number of variables impact favourably on the retention of talent identified below: 

 Compensation and benefits. 

 Organisational environment. 

 Work/development environment. 

 Work-life balance. 
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Figure 6.6: The link between recruitment, selection, onboarding and orientation 
Source: Adapted from Wärnich et al, 2015. 
 
 
You will probably agree that the recruitment and selection process is expensive and very time-
consuming. Once employees are appointed and participated in the orientation programme, it is important 
to ensure that they retain these people to avoid duplicating the time and money already spent on these 
processes. Thus the organisation should attempt to keep the right people in the right positions as it leads 
to consistency, saves costs and subsequently leads to achievement of long-term organisational goals. 
The onboarding process will ensure that the employee is successful in the long-term. 
 
 

13 SUMMARY 
 
We have now reached the end of workbook 6 and at this stage we need to pull all the pieces together.  
Firstly you need to make sure that you know and understand the following aspects: 

 Concept, objectives, benefits and reasons for onboarding and orientation 

 A model for orientation 

 Roles and responsibilities in the onboarding and orientation process 

 Design, develop and implement an orientation programme 

 The role of motivation in the workplace 

 Motivational theories 

 What is the relationship between the individual and the organisation? 

 Retention of human resources 
 

Recruitment: Attract qualified 
people for positions that are 
available within the organisation 

Selection: Screen and select the 
most suitable person for the job 
while adhering to Employment  
Equity principles 

Onboarding: The process that 
starts before an employee joins 
the orgnaistion and continues to 
ensure long term success of the 
organisation 

Orientation: Integrate the new 
employee into the organisation 
and equip him/her with the 
necessary skills and 
competencies 
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Now that you are familiar with some of the steps the HR team in partnership with the line management 
have to take to attract new employees to the organisation, you will no doubt agree that the onboarding 
and orientation of new employees plays a critical role.  Many organisations have lost excellent 
employees by neglecting this important phase in the resourcing process.  Special care should be given 
to familiarising new employees with their new jobs and the organisation. This promotes a favourable 
relationship between the new employee and the organisation which can only benefit the organisation. 
 
Regardless of the total learning and development time employees will be exposed to in their jobs, it is 
still the responsibility of each line manager to make sure that his or her employees are initially properly 
introduced to their workplace and co-workers. Normally the weakest part of most orientation 
programmes is at the supervisory level. Even when the HR department has designed an effective 
orientation programme and build the capacity of line managers to play their part, onboarding and 
orientation may still fail.  The same applies to the issue of motivation in the workplace.  The HR team can 
facilitate processes and support line management to create a conducive work environment, but if the line 
manager and employee respectively are not committed to the process it will impact negatively on the 
organisation and the retention of its human resources.   
 
In this last section of the unit we should ensure you can recognise, relate and apply the new knowledge 
and skills in and at your workplace.  In an attempt to assist you in this let us work through the final 
activity below. 
 

ACTIVITY 6.7: Application of knowledge learnt in workbook 6 
 
The purpose of this activity is to summarise the key points and to assist you in applying the knowledge 
and skills practically.   
 
Read the case study below and then answer the questions that follow: 
 

Mathew’s first day at work 
 
The recruitment and selection process has been finalised and Mathew is reporting for work at a large 
food manufacturing organisation in Johannesburg.  
 
Mathew West has just graduated from university with a BCom degree in marketing and this is his first 
full-time job. He is the only new employee in the marketing department. The other ten people have been 
there for between five and twenty years and have developed a good working relationship and a high 
degree of group cohesion. The daily pressures of work are high, and on this day, like most others, the 
employees in the marketing department are absorbed in their own job activities. As Mathew enters the 
building, he is aware of many feelings: "I hope my manager will like me. I wonder what the people in the 
marketing department will be like. Will they be difficult to get to know? I wish the pay was a little higher. I 
wonder what I'll be doing today?" 
 
As Sarah sits in her office, she is aware of several feelings too. "I have got to get the media report about 
our new product out today. But today we've got the Public Relations Director from the Cape Town branch 
coming in. What will I do with Mathew West? He will probably keep me busy the whole morning. Maybe I 
can have Jessica Smith take care of him. She's good at breaking in new people". 

 
Questions: 
 

1. Write a paragraph to summarise the challenges related to the onboarding and orientation of 
newly appointed employees. 

2. Explain the possible impact of emotions on the employee in Mathew’s situation. 
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3. Explain how you think Mathew's first day will influence his desire to remain with the organisation? 
Substantiate your answer. 

4. Discuss how you think the food manufacturing organisation's orientation system is effective? Give 
reasons for your answer. 

5. Identify how many of the listed reasons for the lack of effective orientation applies to Sarah’s food 
manufacturing organisation? 

6. Provide Sarah with suggestions about how these can be prevented. 
 

 

FEEDBACK 
 

1. When employees are not sufficiently onboarded and orientated, they might display lower levels 
job satisfaction, higher turnover, be more absent from work, have lower performance and lack a 
clear understanding of a company’s policies, goals and procedures. However, as we see in the 
case study, onboarding and orientating an employee will take time, careful planning and an 
effective orientation policy should be in place.  

 
2. Mathew is very excited and nervous on his first day. When he realise that his manager, Sarah, 

does not have time for him, he might interpret it as Sarah not caring for him. He might feel very 
anxious, uncertain and disappointed on his first day of work.  

 
3. In many instances a bad experience such as no orientation programme contributes to low 

motivation and high labour turnover. Mathew may leave especially because he is not very 
satisfied with his pay. Sarah should not assume that Mathew will immediately learn what is 
expected of him to do, therefore she must give him proper orientation training. Since Mathew is a 
new employee he should be given general organisation orientation that affect all the employees 
within the organisation as well as specific departmental orientation that will be tailored his specific 
department and job. 

 
4. The food manufacturing organisation does not even appear to have a formal orientation 

programme! Either this is the problem or the marketing department was never notified about what 
the orientation process entails and who should be responsible for it. The new employee’s 
manager and/or HR need to take the responsibility to orientate new employees. A formal and 
planned programme should be established before Mathew starts. Merely giving the responsibility 
to Jessica (who also do not have a planned programme for the day) is not sufficient. Sarah 
should also be aware to arrange an orientation programme that is unbiased, fair and affirming 
and that this process must comply with all the requirements stipulated in the Employment Equity 
Act. The orientation programme should be designed to include all information that the newcomer 
will need to do their job efficiently and effectively. 

 
5. Many reasons for the lack of effective orientation apply to Sarah’s food manufacturing 

organisation. The most important reasons include the lack of time from Sarah’s part to orientate 
Mathew and the fact that there is no orientation programme within the company. 

 
6. Sarah should compile an orientation policy and develop an effective orientation programme. The 

responsibility to orientate employees should be allocated to specified people and they should be 
informed well in advance of a new employee starting in order for them to prepare adequately for 
the new employee. A checklist can be used as a measure to determine whether the orientation 
programme has contained all the important elements required for orientation as well as determine 
if the orientation was conducted accurately.  
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14 SELF-ASSESSMENT 
 
 After you have completed each learning unit, it is necessary for you to determine 
whether you have achieved the relevant learning outcomes stated at the beginning of the 
learning unit. Therefore, read through the relevant learning outcomes again before 
attempting to answer the self-assessment questions.  
 

To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it does not provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes 
 
Question 1 
 
Read the scenario below and answer the question that follows: 
 

You are the newly appointed HR manager of a large law firm in Cape Town. When new employees are 
appointed at the firm, they are not put through any orientation programme. The directors of the firm pay 
no attention to new employees and they are just expected to start working immediately and to produce 
outputs. You feel that this is not the right way to treat new employees and you are also aware of the 
benefits that an orientation programme can have on new employees and on your firm.  

 
Identify the possible reasons for the lack of effective orientation in the law firm that you work for?  
 
Question 2 
 
Read the scenario below and answer the questions that follow: 
 

Mary and Paul are arguing about the orientation of a new employee in the production department. Paul 
believes that the orientation of staff is the responsibility of the HR department, while Mary (the secretary) 
believes that Paul, the departmental manager, should see to it that the new employee has an office, 
introduce the new employee to his/her colleagues and familiarise him/her with the rules and regulations 
of the organisation. Mary can still remember her own first day at the office three years ago, when there 
was no office available, no one knew she was coming and no one even told her where she could get a 
cup of coffee or even where the toilets were. She was very unhappy and almost resigned on her first 
day. 

 
Questions: 

 Who is right?  

 Who should be responsible for the orientation of new employees?  

 Explain who is involved in the orientation process and what each party's responsibilities are.  

 Why is it important to give orientation training?  

 Must the orientation be formal or can it also be informal? 
 
Question 3 
 
If Mary and Paul were to agree on giving orientation to the new employee, how should they implement 
the programme? 
 
Question 4 
 
Explain how psychological contracts define employment relationships and manage expectations, and 
also how the violation of such a contract can influence employee behaviour. 
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Question 5 
 
Read the scenario below and answer the question that follows: 
 

Andrew is 45 years old. He has been employed by the same bank for the past 20 years and has worked 
himself up through the ranks until he became manager of a branch in a suburb. He describes himself as 
being "of the old school", as one who respects authority and is loyal to the employer. He is happily 
married and has four children who need an education.  

 
Describe the kind of psychological contract he most probably has with his employer. 
 
Question 6 
 
The bank has recently started a retrenchment programme which includes offering early retirement 
packages to staff from 50 years of age and older. Discuss how this will change the bank's relationship 
with its employees? 
 

FEEDBACK 
 
Question 1 
 
The answer to this question can be found in "Reasons for the lack of effective onboarding and 
orientation" in the prescribed book. There are several possible reasons for the absence of an orientation 
programme in an organisation such as the law firm in the question. Discuss these reasons in your 
answer. 
 
Question 2 
 
Use the introduction to chapter 7 and "Responsibility for onboarding and orientation", "Scope of 
orientation training" and "Approaches to orientation" in the prescribed book to answer this question. 
 
Use a definition of the concepts of onboarding and orientation as a point of departure and describe what 
is meant by acculturation. Explain how orientation influences retention and productivity. Orientation can 

be formal or informal or a combination of both  discuss this. 
 
Describe the responsibility of the supervisor, head of department, HR management department, shop 
steward, mentor and the new employee in the orientation process. Explain the two levels at which 
orientation training should take place. 
 
Question 3 
 
The answer to this question can be found in "Implementing the onboarding process and orientation 
programme" in the prescribed book. 
 
Explain that onboarding begins before a new employee starts work. Advertisements about the 
organisation, news items and contact with employees all influence the new employee and send out 
messages about the organisation. It is of vital importance to provide the employee with realistic 
information about the organisation to ensure realistic expectations. Many newcomers resign because of 
unrealistic expectations. Orientation then helps to acquaint the new employee with his/her job. 
Name and briefly explain the steps that can be taken to implement an orientation programme. Highlight 
the fact that not all orientation programmes necessarily contain all the described steps. 
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Question 4 
 
Use "Individual/organisational relationships" in the prescribed book to answer this question. 
 
Discuss motivated employee behaviour, personal and organisational goals, and expectations of 
employees and employers. Explain that a psychological contract is an unwritten agreement between 
employers and employees about their expectations. 
 
Describe the term "psychological contract" and explain that psychological contracts are perceptual and 
therefore prone to misunderstandings and misinterpretation. They bind employees to organisations and if 
the perception exist that they have been violated this may lead to behaviours such as theft, aggression 
and even resignation. 
 
Discuss the two ways in which a psychological contract can be violated (reneging and incongruence). 
How does this influence employee performance and behaviour? Does a psychological contract have a 
positive influence on employee behaviour? 
 
Question 5 
 
Base the answer to this question on the section entitled "Individual/organisational relationships" (Old 
contracts) of the prescribed book. 
 
Name and briefly describe the characteristics of old-style contracts. Refer specifically to the description 
given in the question to illustrate some of the points, for example, the primary route for growth is through 
promotion (Andrew has been with the bank for 20 years and has worked himself up through the ranks). 
 
Question 6 
 
The answer to this question can be found in the section "Individual/organisational relationships" (New 
contracts) of the prescribed book. 
 
Do not make the mistake of thinking that Andrew's relationship with his employers (in other words, his 
psychological contract) will not change because he is too young to be offered a retirement package. 
Retrenchments are part of the new world of business and this implies that the psychological contract of 
all employees will change. Discuss the characteristics of new psychological contracts and relate them to 
the example by explaining how Andrew's behaviour could change. 
 

RECAP 
 
Now that you have successfully completed Workbook 06 and all the activities you can proceed with 
Workbook 07. 
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1 LEARNING OUTCOMES 
 

 
 
After completing this workbook, you should be able to 

 discuss the reasons for designing a proper internal staffing programme 

 identify the factors that influence internal staffing decisions 

 explain the advantages of internal staffing 

 identify the various types of internal staffing strategies 

 apply the guidelines for selecting the best type of internal staffing strategy 
 

2 KEY CONCEPTS 
 

Before you begin studying this workbook, refer to the key terms at the end of chapter 8 in 
the prescribed book. This will assist you in becoming familiar with the different concepts 
that we refer to in this workbook.  
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Some of the important key concepts in this workbook are 

 

3 INTRODUCTION 
 
Remember that we are still focusing on the first major HRM activity, namely attracting human resources. 
In this workbook we explore the different approaches organisations can use to ensure that they place the 
right people in the right positions throughout the organisation. These approaches are called internal 
staffing approaches.  
 
So that you understand where internal staffing approaches fit in, here is a brief summary of the different 
strategies that organisations use to attract the right people at the right time: 

 analysing the different jobs to be done (Workbook 04) 

 designing these jobs (Workbook 04) 

 starting a recruitment process to attract the best possible candidates – mainly outside candidates 
for these positions (Workbook 05)  

 selecting and appointing the right people in the right positions (Workbook 05)  

 successfully integrating these employees into their positions, teams and organisation (Workbook 
06) 

 
These steps refer mainly to attracting prospective people externally. Internal staffing approaches will 
help the HR team and the organisation to recruit employees who are already in the organisation. These 
approaches offer the employees opportunities to move between jobs within the organisation.  
 
The key question we will attempt to answer in this workbook is: 
How can existing employees be managed and utilised to the advantage of the organisation and 
the individual employee? 
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During their careers people join and leave an organisation for many different reasons. Some of these 
reasons are as follows: 

 People are promoted and might move to a different level and/or department and/or division within 
the organisation.  

 People move to other departments and/or divisions for developmental purposes, i.e. transfer. 

 People retire owing to age or for medical reasons. 
 
When an employee leaves an organisation a vacancy arises and the line manager and the HR team 
need to make decisions on different ways to deal with the vacancy. They could pose the following 
questions: 
 

 Should the position be filled? 

 Will this position be a promotional opportunity? 

 Do we have employees who have demonstrated that they have the required skills, experience 
and potential? 

 What will the costs, benefits and risks be if we do select and appoint an employee internally? 
 
The movement of individual employees can happen any time after orientation and the organisation 
should have a strategy and plan in place. This will help the organisation to meet the career and 
development needs and requirements of these individual employees and at the same time achieve 
organisational goals. Effective internal staffing practices therefore to some extent help to attract or find 
high-quality employees to the organisation. They help to a large extent to retain them by satisfying both 
their short- and long-term career and developmental needs. 
 
Before we start exploring different internal staffing approaches, reflect on your experiences of internal 
staffing opportunities in the workplace. 
 

ACTIVITY 7.1: Your understanding and experiences of internal staffing 
 
Reflect on your own experiences in your current and previous positions, or ask a family member or 
friend, and answer the following questions: 

1. Do employees get opportunities to apply for internal positions? 
2. What is the purpose of these opportunities? 
3. What are the general observations and perceptions of yourself and your colleagues in terms of 

developmental and career opportunities in your organisation? 
4. How do these observations and perceptions influence the morale of the employees? Give 

examples to explain your viewpoint. 
5. What are the benefits of internal staffing opportunities for your organisation and its employees? 
6. What are the risks if your organisation doesn’t implement internal staffing opportunities 

effectively? 
 

 

FEEDBACK 
 
Imagine how demotivated you would feel if all vacant positions higher than yours were continuously filled 
by people from outside the organisation. If existing employees know that they will also be considered for 
vacant positions, greater effectiveness, productivity and job satisfaction will be achieved. 
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However, if certain positions become vacant at different managerial levels within the organisation, the 
HR manager can either recruit and select employees from outside the organisation or consider using 
existing employees (internal staffing).  
 
How do you think positions are filled in organisations? Take into consideration that people seldom stay in 
the same position and do the same job for their whole working life. In certain industries such as the IT 
industry, employees tend to make more career moves than in other industries. Do companies always 
recruit from outside or can existing employees move into vacancies? Is this where internal staffing fits 
in? 
 
Continue this discussion in more detail online. Refer to the “Discussion Forums” tool on the HRM2601 
myUnisa module site and select “Forum 8: Workbook 07 Activities”. Here you will find all the 
discussion activities for Workbook 07, where you are expected to share your views on specific issues 
with your fellow students. Post your views online and also see what your fellow students are saying. 
 

4 THE RELEVANCE AND IMPORTANCE OF AN EFFECTIVE INTERNAL 
STAFFING PROGRAMME 

STUDY 
 
Study the sections "Reasons underlying the design of a proper internal staffing programme", 
"Advantages of internal staffing" and "Requirements for an effective internal staffing programme" in 
chapter 8 of the prescribed book. 
 
Organisations have to continuously manage their existing workforce to ensure that the employees are 
satisfied and have opportunities to achieve their potential. This implies that the HR team and line 

managers cannot place the right people in the right positions and leave it at that  existing employees 
have to be managed continuously. An effective internal staffing programme is an excellent HR tool that 
can assist the HR team and line management with this. 
 
You should now begin to realise that existing employees need to have opportunities to move between 
jobs, departments or even divisions of the organisation, nationally and internationally, where relevant. 
According to Wärnich et al (2015), HR teams should design and implement internal staffing programmes 
that will assign employees to available jobs in order to maximise organisational effectiveness.  
 
After working through these sections you should be able to discuss the following aspects of an internal 
staffing programme: 

 the concept of internal staffing 

 reasons for designing proper internal staffing programmes 

 the factors that influence internal staffing decisions 

 the advantages of internal staffing 

 the requirements for effective internal staffing 

 
 

4.1 WHAT IS INTERNAL STAFFING? 
 
You will notice that many people won’t be satisfied with doing the same type of job year in and year 

out  we all want to grow, progress and move upward in the corporate world where opportunities for 
promotion and development are available. Employees want to take on more roles and responsibilities 
as well as receive recognition for their performance. Even though an employee might want to pursue 
the same career/role their whole working life, for example remain a recruitment specialist, they will 
want to be seen as responsible and receive recognition for their efforts as well as opportunities to 
further develop themselves. This presents a great challenge to the HR manager. 
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The HR team and line manager should work closely together to ensure that the right people are placed 
in the right positions and that these employees are utilised optimally and remain satisfied with their jobs. 
The HR team should design an internal staffing programme which will ensure organisational flexibility 
and competitiveness. They should also assist and advise the line manager on the effective 
implementation of the programme. 
 
In general employees want to be satisfied with their job because they spend so much time at the 
workplace. Proper internal staffing programmes not only contribute to the satisfaction of employees, but 
can also provide the HR manager with a control mechanism. All internal movements, be they transfers, 
resignations, layoffs or retirements, can therefore be coordinated and properly managed when a plan is 
available. 
 
Internal staffing has many advantages for the organisation and the employee. Placing the right person in 
the right job will contribute not only to organisational effectiveness, but also to the survival of the 
organisation. Utilising the employee's abilities to the maximum will, in turn, contribute to greater 
employee satisfaction and commitment. 
 
Figure 7.1 summarises the following aspects of an effective internal staffing programme: 

 reasons for implementing an effective internal staffing programme 

 factors influencing staffing decisions 

 advantages of an internal staffing programme 

 requirements for an effective internal staffing programme 

 
Figure 7.1: Relevance and importance of an effective internal staffing programme 
Source: Adapted from Wärnich et al (2015) 
 

• Employee dissatisfaction 

• Increasing concerns about job security 

• Changing employee attitudes and concerns 

• Employment equity issues 

• Labour union pressure 

Core reasons for designing a 
proper internal staffing 

programme 

• Organisational growth 

• Reorganisation 

• General economic trends and other issues 

Factors influencing staffing 
decisions 

• Employers can control work habits of existing 
employees 

• Less time spent on orientation 

• Increased employee satisfaction and commitment 

• Complies with employment equity stipulations 

• Benefits the organisation and individual 
 

Advantages of internal 
staffing 

• Pay close attention to current employee skill 
levels and development needs 

• Ensure internal equity in matters such as 
compensation, promotion and access to training 

• Ensure that an HRIS exists within the 
organisation 

• Involvement of top-level management and line 
managers 

Requirements for effective 
internal staffing 
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These aspects are further explained in detail in chapter 8 of your prescribed textbook. 
 

ACTIVITY 7.2: Implementation of internal staffing 
 
The newly appointed HR director in your organisation realised that there is no internal staffing 
programme and promotions and transfers happen randomly. He has tasked you to write an essay on the 
issue of internal staffing. You need to include the following aspects in the essay: 
 

1. Explain the concept of internal staffing in your own words. 
2. Critically discuss, with examples, the importance of and reasons for designing proper internal 

staffing programmes in your organisation. 
3. Describe the factors that could influence staffing decisions in your organisation. 
4. List five advantages of an effective internal staffing programme for the employees and for your 

organisation. 
5. List three risks for your organisation if it doesn’t design and implement an effective internal 

staffing programme. 
6. Describe the requirements for an effective internal staffing programme in your organisation. 
7. List the relevant legislation that your organisation should comply with when designing and 

implementing an internal staffing programme. 
 

FEEDBACK 
 
In this activity you were expected to write an essay. This implies you needed to start the discussion with 
an introduction explaining internal staffing.  
 
Use specific subheadings to discuss the required aspects. In this case you could have used the following 
subheadings: 

 Introduction 

 Concept of internal staffing 

 Importance of an internal staffing programme in ABC Computers [insert your organisation's 
name] 

 Influencing factors 
 
It should be clear to you by now that different employees move around the organisation in different ways. 
These movements need to be coordinated so that they benefit both the employee and the organisation. 
It is the task of the HR manager to coordinate employee movement by establishing proper internal 
staffing procedures and programmes. 
 

5 APPROACHES TO INTERNAL STAFFING 

STUDY 
 
Study the section "Various approaches to internal staffing" in chapter 8 of the prescribed book. 
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You have now learnt that internal staffing basically refers to the movement of employees within the 
organisation. Its main objective is to increase employee satisfaction and commitment and to contribute to 
organisational effectiveness. The following eight (8) internal moves in organisations should be 
considered when designing an internal staffing programme: 

1. Promotion (moving up) 
2. Demotion (moving down) 
3. Transfers (moving sideways)  
4. Layoffs 
5. Downsizing/retrenchments 
6. Resignations, quits and dismissals (moving out) 
7. Retirement  
8. Cost of employee separations 

 
After studying this section, you should be able to 

 list and describe the different approaches to internal staffing 

 identify, design and apply the relevant and appropriate approaches for and in your organisation 
 

ACTIVITY 7.3: Different approaches to internal staffing 
 

1. List the different internal staffing approaches that could be considered in your organisation. 
 

2. Complete this table: 
 

Internal staffing 
approach 

Description of the approach 

1. Promotion  
 
 

2. Demotion  
 
 

3. Transfer  
 
 

4. Layoffs  
 
 

5. Downsizing/ 
retrenchments 

 
 
 
 

6. Resignations, 
quits and dismissals 

 
 
 
 

7. Retirement  
 
 

8. Cost of 
employee separations 
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3. Write a paragraph to explain which internal staffing approaches should be offered in your 
organisation. 

 
4. Work through the exit interview questions in table 8.1 in chapter 8 of the prescribed book and 

answer the following questions: 
 4.1  Explain the purpose of an exit interview. 

4.2 Conduct an interview with the HR manager of your organisation to evaluate the 
effectiveness of exit interviews in your organisation.  Write down five to eight interview 
questions that you will use. 

 
 

FEEDBACK 
 

1. Approaches to internal staffing 
 

 
Source: Adapted from Wärnich et al (2015) 
 
 

2.  

Internal staffing 
approach 

Description of the approach 

1. Promotion Upward internal moves in an organisation which usually involve great 
responsibility and authority along with increased pay, benefits and privileges.  

2. Demotion Moving a worker to a lower level of duties and responsibilities; typically 
involves a pay cut. 

3. Transfer Lateral movement of a worker in an organisation.  

4. Layoffs Temporary termination of employees, or the elimination of jobs, during 
periods of economic downturn or organisational restructuring.  

5. Downsizing/ 
retrenchments 

Reduction in the number of people employed by a firm.  

Approaches to 
internal 
staffing 

Promotion 

Retirement 

Downsizing Layoffs 

Transfer 

Demotion 
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6. Resignations, 
quits and 
dismissals 

Resignations: Employees voluntarily leave the organisation. 
Quits: Employees choose to leave the organisation without giving the normal 
notice period. 
Dismissals: The employer initiates the separation of an employee.  

7. Retirement Similar to quits (as it is initiated by the employee) but usually occurs at a 
certain age or after a number of years' service.  

8. Cost of 
employee 
separations 

The cost of employee separation depends on whether the organisation 
chooses to eliminate a position or to replace a departing employee.  

 
 
Source: Adapted from Wärnich et al (2015) 
 

3. To enhance job security and keep the organisation competitive within an environment of 
mergers, acquisitions, restructuring and downsizing, most employers seek ways of avoiding 
layoffs by using some alternative form of internal staffing. This process can be implemented 
successfully in most companies. Each company's individual needs should, however, be 
considered when choosing the appropriate internal staffing approach.  

 
4. Exit interviews are used by organisations to determine the real reason for the employee leaving 

the company. This information can be used by the HR department to improve working 
conditions and retain employees.  

 

6 SUMMARY 
 
In this workbook you learnt that effective management of employee movement is very important because 
of continuous change in and outside the organisation. Fortunately, HR managers have numerous 
internal staffing approaches and strategies at their disposal. The HR manager should, however, always 
ensure that these movements are beneficial to both the organisation and the employee and that no 
sinister motives are behind these actions (e.g. getting rid of unpopular people). It is the role of the HR 
team to ensure that the internal staffing programme exists and is implemented effectively by the line 
managers. 
 
In this last section, make sure you can recognise, relate and apply your new knowledge and skills in and 
at your workplace. This final activity will help you in this. 
 

ACTIVITY 7.4: Application of knowledge gained in Workbook 07 
 
You were recently appointed as a human resource officer at Prime Properties. Even though Tanya 
Geyer has welcomed you with open arms, you will still have to convince her that a proper internal 
staffing programme is needed. Tanya has, however, made it clear that she is not interested in 
developing any "programme". The only thing she is interested in is solving their current problems. 
 
Answer the following questions: 
 

Prepare a presentation and include the following: 
1. Explain the reasons for a proper internal staffing programme for Prime Properties. Remember 

that you need to convince Tanya of the positive contribution such a programme could make to 
solving her problems. 

2. Describe the factors that can influence internal staffing decisions in Prime Properties. Give 
examples of the different factors. 
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3. Indicate the advantages and disadvantages of a proper internal staffing programme for Prime 
Properties. 

4. List the most important requirements for effective internal staffing in Prime Properties. 
5. Select the most appropriate internal staffing strategy to use in Prime Properties. 

 

FEEDBACK 
 
Tanya is actually facing a problem which occurs regularly in most organisations. If you ask around, most 
of your family members and friends will be able to identify certain people in their organisations who are 
average performers and "block" the occupational ladder for other employees wishing to move up, and 
others who cannot perform because of their circumstances. What can be done in situations like this? 
 
It should be obvious to you at this stage that proper internal staffing programmes play an important role 
in maintaining a stable workforce. Employees who know how and where they can move around within 
the company are less likely to become dissatisfied with their jobs or be concerned about job security. 
However, employees don’t always have a free hand in making internal staffing decisions. They are 
sometimes either helped or hindered by a number of factors. 
 
You should now realise that once employees have been placed in jobs, the HR manager's task is far 
from over. There are continuous changes both inside and outside the organisation. Employees 
themselves change, develop, grow older, misbehave, don’t perform satisfactorily or resign, to name but a 
few. It therefore makes sense that the HR manager should be prepared for all these changes by having 
a proper internal staffing programme ready. 
 
The success of any internal staffing programme depends largely on employees' skill levels and the 
availability of relevant information on these employees. In large organisations, for example, this 
information needs to be computerised if it is to serve any purpose. The HR manager should also realise 
that proper internal staffing not only has various advantages for the organisation and its employees, but 
that certain requirements also need to be met for it to be implemented effectively. Once this has 
happened, a decision can be made about what type of internal staffing strategy to use. 
 
You should have listed the main elements of the pure selection strategy, the vocational guidance 
strategy and the compromise staffing strategy, and then selected the most appropriate one for Prime 
Properties and also explained your choice. 
 
You are now familiar with the various options available when doing internal staffing. What about the 
actual approaches available to execute the movement of employees within the organisation? 
 

7 SELF-ASSESSMENT 
 
 Now that you have completed this workbook, you need to determine whether you have 
achieved the relevant learning outcomes stated at the beginning of the workbook. 
Therefore, read through the learning outcomes again before attempting to answer the 
self-assessment questions.  
 

To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it doesn’t provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes. 
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Question 1 
 
Read this scenario and then answer the questions that follow: 
 

You are the new HR manager of a retail store. Staff turnover in the store has been high during the last 
five years. After investigating the causes, you have found that 60% of staff left because they didn’t see a 
future for themselves in the store. When vacancies arose at supervisory and management level, these 
were always filled by candidates recruited from outside the store, because the owner felt that the new 
blood introduced in this way contributed to creativity and the ability to adapt to changes in the 
environment. You want to introduce an internal staffing strategy and have to convince the owner that this 
may be beneficial. You must also come up with the content for this internal staffing strategy and get her 
buy-in to ensure its success.  

 
Develop a presentation in which you 

 discuss the reasons for having an internal staffing programme 

 explain the advantages of an internal staffing strategy 

 identify the requirements for an effective internal staffing strategy 

 discuss the different types of internal staffing strategies 

 recommend one internal staffing strategy that will be effective in your organisation and explain 
why you recommend this strategy 

 
Question 2 
 
Promotions will form part of your internal staffing programme.  

2.1. Explain what promotions are and why they will be a part of your internal staffing strategy. 
2.2 Discuss what criteria can be used to make decisions about promotions. 
2.3 Explain which criteria you would recommend. Substantiate your answer. 

 
Question 3 
 
Transfers are the second most popular approach to internal staffing.  
Why would the store transfer an employee? Would it be to its advantage to lose a person at the original 
store? 
 
Question 4 
 
List the differences between layoffs, retrenchments/downsizing, resignations, quits and dismissals, and 
explain the situations in which each would be appropriate for the store. 
 

FEEDBACK 
 
Question 1 
 
You can find the answer to this question in "Reasons underlying the design of a proper internal staffing 
programme", "Factors influencing staffing decisions", "Advantages of internal staffing", "Requirements for 
effective internal staffing", "Types of internal staffing strategies" and "Guidelines for the selection of the 
most effective internal staffing strategies" in the prescribed book. It is an easy question to answer 
because all the information is in the prescribed book. Remember to give reasons for recommending a 
strategy. 
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Question 2 
 
You can find the answer to this question in "Various approaches to internal staffing" in the prescribed 
book. 
 
Explain that a promotion is the reassignment of an employee to a higher level job. This means that 
increased demands will be made on the employee's skills and abilities and that they will be given more 
responsibilities. The employee receives better pay and benefits, higher status and more authority in 
return. Explain why promotions should form part of an internal staffing strategy for the store and then 
name and discuss the four kinds of criteria that can be used to decide about promotions. Recommend 
one criterion and give reasons for your recommendation. 
 
Question 3 
 
Find the answer to this question in "Various approaches to internal staffing" in the prescribed book. 
 
This is another easy question: simply explain the different reasons why an organisation would transfer an 
employee and relate your answer to the scenario. Although the store would be "losing" an employee at 
one store, this person could make a very valuable contribution at the next store they are employed at. 
 
Question 4 
 
You will find the answer to this question in "Various approaches to internal staffing" in the prescribed 
book. 
 
Students often confuse these concepts, so make sure you understand the differences. Use a table to 
describe each approach to internal staffing and also state when each approach would be appropriate for 
the store. 
 

THE END 
 
You have now successfully completed the final workbook - Workbook 07 and all the activities. 
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APPENDIX A – ASSIGNMENTS (SEMESTER 1 – 2016) 
 

You may submit assignments by placing them in the assignment envelopes provided and then posting 

them in the Unisa assignment boxes, or you may submit them via myUnisa or via your cell phone. See 

the brochure my Studies @ Unisa for details. 

 
If you mail the assignment to Unisa, please do not submit the mark-reading sheet in an 

assignment cover and staple it. Insert only the completed mark-reading sheet in an envelope and 

mail it to Unisa or place it in an assignment box. Alternatively, you can submit the assignment on 

myUnisa. 

 

Assignment 01 comprises 20 multiple-choice questions. Different assignments are set for semesters 1 

and 2. In this assignment, you are required to select the most appropriate option from the “answer 

section” of each question (options 1 to 4). Choose the option that you think is the correct (most 

appropriate) one. In other words, if you think that statement 4 in question 1 is correct, then select option 

4 for the appropriate question number (in this case it is question 1) on the mark-reading sheet. 

 

You have to submit Assignment 01 or 02 in order to be admitted to the examination. The mark 

obtained for Assignment 01 will contribute 10% toward your final mark for this module. This 

assignment must reach Unisa in Pretoria on or before the due date. 

 

Submit this assignment if you are registered for the first semester. 

 

ASSIGNMENT 01 

(WORKBOOKS 1, 2 AND 3) 

Due date Unique number 

4 March 2016 804837 

 

1 Modern HR management in the 21st century world of work is different from personnel management 

implemented previously. The scientific management approach and human relations approach have 

emerged and declined. What is the popular approach currently used? 
 

1 The employment relations approach 

2 The human resource approach 

3 The labour relations approach 

4 The human capital approach 

 
2 Sparkle Cosmetics was initially set up in 1945 and followed the human relations approach to 

managing employees. Their approach emphasised improving the working environment of 

employees as they believed that workers who are happy will be more productive. In 1962, the 

organisation turned away from the human relations approach as they felt that the method was no 

longer effective. What is the reason for the failure of the human relations approach? 
 

1 The approach was relatively new and therefore not reliable. 

2 It failed to recognise the concept of differences between individuals. 

3 Jobs were too specialised, resulting in very low mental effort. 

4 No additional financial incentives – required for high productivity – were offered. 
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3 Mpho Dlamini is the HR officer at Fresh Fruit & Vegetables. She has developed a policy that deals 

with aspects such as re-engineering, total quality management, cooperative labour-management 

relationships and various other forms of employee participation. Which area/s of HR management 

does this policy cover? 
 

1 Employee influence 

2 Compensation and reward systems 

3 Work systems 

4 Personnel flow 

 

4 Patricia has just been appointed as a graphic designer at Floral Art Creations and is scheduled to 

report for duty on 22 May 2016. The company would like to welcome her on a board as a member 

of their team as well explain the procedures and rules of the company. What method of 

communication should be used? 
 

1 Departmental welcome meeting 

2 Orientation  

3 Communication meetings 

4 Employee handbooks 

 

5 Harvey is a paralegal lawyer at Suitson Attorneys. He is directly involved in the strategic planning 

process of his company and actively participates in developing overall goals and strategies. What 

type of possible linkage between the HR plan and strategic plan of the company can be identifies 

in the above scenario? 
 

1 Input linkages 

2 Decision inclusion linkages 

3 Review and reaction linkages 

4 Strategic direction linkages 

 

6 Jeffery is the managing director at Speedy Internet. He is responsible for many roles in the 

organisation. His team has performed exceptionally well and over achieved their targets for the 

month of March. Jeffery would like to acknowledge his team's hard work and reward them by 

buying each team member a small gift. What set of competencies is Jeffery using in this scenario? 
 

1 Business mastery 

2 Personal credibility 

3 HR mastery 

4 Change mastery 

 
7 Tara Kruger has been working at Recruitment Direct for the past 18 months. Since this was her 

first job, she accepted an offer for an entry level position at the firm. During her interview she was 

told that she will promoted after 6 months on condition that the organisation is happy with her work. 

Her manager keeps complimenting her work, however, after numerous discussions she has still 

not been promoted. Frustrated, Tara has applied and successfully secured a job at a competitor 

firm. The company has now suffered a valuable loss of an employee and now needs to look for a 

replacement. What is the situation known as? 
 

1 Job analysis 

2 Career planning 

3 Turnover  

4 Absenteeism  
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8 Pretoria Charity Networks is a non-profit organisation based in Pretoria. The company uses an 

organisational network that operates over the internet and access to this network is limited to those 

who have a login and password. It connects the organisation’s employees to each other and to 

information and knowledge within the organisation. What network is Pretoria Charity Networks 

using? 
  

1 An intranet network 

2 An HR portal 

3 An internet network 

4 An extranet network 

 
9 Tebogo an IT programmer who works in the HR department of Pet Smart SA. He develops and 

improves the set of programmes used to operate an HRIS. What component of the organisation’s 

HRIS is Tebogo working on? 
 

1 Hardware  

2 Data  

3 Software  

4 Chips 

 

10 Paula is the owner of a recruitment company specialising in financial gradate recruiting. Paula is 

working with her IT specialist to develop an HRIS specific to their organisational needs. The most 

important function that the HRIS should be able to do is to track candidates and their résumés to 

help match candidates and their résumés to help match candidates on file to the prerequisites for 

open jobs. Which HRIS database module should be included in the organisation's HRIS? 
 

1 Training and development module 

2 Position control module 

3 Applicant-tracking module 

4 Human resource planning module 

 

11 A number of phases are involved in the project management of an HRIS:

 
Please refer to the options below and choose the option that reflects the correct missing words in 

the steps above. 
 

1 (a) identify the tasks that must be performed; (b) project closeout 

2 (a) financial planning; (b) project evaluation 

3 (a) identify the objectives; (b) project closure 

4 (a) operational planning; (b) project evaluation 

Phase 1- 
project 

initiation 

Phase 2- 

(a) ________ 

Phase 3- 

project 
execution 

Phase 4- 

(b) 
_________ 
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12 Henry is the HR manager for an international electronic magazine company. He uses the internet a 

lot, especially for resources whereby all employees are able to have discussions with each other 

anywhere in the world. Identify what type of resources Henry makes use of. 
 

1 Research 

2 Conversational 

3 Professional 

4 Reference 

  

13 Concept Solutions has arranged a training day for their employees to learn new skills and abilities. 

An important process takes place on this day, whereby employees become aware of any 

performance deficiencies they may have and are informed of what they must do to improve their 

performance. What is this process known as? 
 

1 Induction 

2 Orientation 

3 Performance appraisal 

4 Internal staffing 

 

14 Johan Coetzee is the HR manager at Custom Kitchens. He is responsible for communicating with 

line managers from each department to make sure that they are managing their units correctly. He 

also trains managers to teach them management skills to deal with everyday problems. In the 

above scenario, who is responsible for the HR planning process? 
 

1 Johan 

2 The line managers in each department 

3 Johan together with the HR mangers in each department 

4 The line managers in each department may choose a representative to complete this task 

 

15 Peter is an HR planner at Parties4Kids which is characterised by a great deal of uncertainty and 

conflicting managing styles. Due to company policies and informal regulations, Peter does not 

have a strong sense of direction. What is this problem experienced by Peter known as? 
 

1 The technique trap 

2 The glass ceiling approach 

3 An identity crisis 

4 Poor integration linkages 

 

16 Naeem is the HR manager at Luxury Beds, a company that employees around 25 employees in 

Centurion. The company’s owner wants to open up another branch in the nearby informal 

settlement, and he has requested Naeem to do strategic HR planning (SHRP) to ensure that their 

HR needs for the future are addressed. A month after Naeem was allocated  this task, his 

managers called a meeting to find out how far along he was with this process. He told them he was 

in the process of determining the total manpower requirements of the company by looking as past 

trends in the area and at past productivity levels in order to project the company’s future needs. 

Which step in the SHRP process is Naeem busy with? 
 

1 Conduct an environmental analysis 

2 HR demand analysis 

3 Internal analysis: forecasting supply 

4 Internal analysis: forecasting demand 
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17 Gaby is the HR researcher at Outward Insurers. She has found that tracking absenteeism data 

over time helps her to gain greater insight into human behaviour. By monitoring the data, she can 

easily identify whether the problem is increasing, decreasing or relatively stable. What type of 

research technique is Gaby using? 
 

1 The job satisfaction survey 

2 The specific-use questionnaire 

3 A historical study 

4 A controlled experiment 

 
18 Mashilo has just been appointed as an Economics lecturer at the University of Gauteng. He has 

knowledge on the subject matter he will be teaching, but has decided to conduct additional 

research to advance his knowledge on the field. What type of research is Mashilo busy with? 
 

1 HR research 

2 Pure research 

3 Applied research 

4 Historical research 

 

19 Train-a-Baker is a company that provides training in baking and decorating cakes to other bakers 

and bakeries. They make use of an HRIS system that allows individuals to design systems specific 

to their needs. What type of HRIS configuration system is used within this company? 
 

1 Concentrated HRIS 

2 Distributed HRIS 

3 Independent HRIS 

4 Hybrid approach 

 

20 Which one of the following options is NOT an institution(s) which performs HR research? 

1 SMEs (small and medium enterprises) 

2 HR associations 

3 Universities 

4 Government 

TOTAL: [20] 

 

The answers to this assignment will be provided in Tutorial Letter HRM2601/201/1/2016, which 

will be posted to you a few weeks after the due date for the assignment. This tutorial letter will 

also be available on myUnisa. 

 
====================== 

 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix A – Assignments semester 1                                                                                            HRM2601/MO002 
 

136 
 

ASSIGNMENT 02 

(WORKBOOKS 4, 5, 6 AND 7) 

Due date Unique number 

18 March 2016 504686 

 

LEARNING OUTCOMES 

You should be able to do the following: 

 Define job analysis. 

 Understand the importance of compiling a job analysis. 

 Identify the different methods of information collection. 

 Discuss the different methods of external recruitment. 

 Understand the different selection decision methods. 

 Explore the advantages of orientation. 

 Understand the reasons why some organisations fail to provide effective orientation. 

 Understand who is responsible for orientation. 

 Define internal staffing and discuss three types of internal staffing strategies. 

 
Read the scenario below and then answer the questions that follow: 

Mobile Catering is a vibrant and dynamic company that serves the corporate and events industry in 

South Africa. They provide a professional mobile service that sets up an ice cream station at an event 

to create an interactive experience for the guests. The company was founded in 2014 by Steve and his 

wife Jessica who identified a gap in the market for this service. They currently employ five employees 

who have been working there since the start of the company. 

 

Due to the success of their company and increasing demand, the couple has decided to increase their 

menu and provide options for waffles and milkshakes as well. Since they are now expanding, they 

need to employ more people. Jessica has approached you to provide her with assistance in recruiting, 

selecting and orientating new employees. She also advises you that they have budgeted to spend a 

large amount of money on rebranding and therefore, want to keep all HR costs to a minimum. 

 

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) 

1.2 Identify and briefly discuss the different methods of information collection that are applicable to 

Mobile Catering. (10)

  

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. (10) 
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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.

 (5) 

 

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. (5) 

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.  (5) 

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

expected of them? (5) 

 

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.   (8) 
 

TOTAL: 50 x 2 = 100 

 

Guidelines on how to approach this assignment 

We recommend that you work through the following steps when answering the assignment questions: 

 Read through all the information relating to job analysis, job design, recruitment, selection, 

orientation and internal staffing as outlined in Workbooks 4, 5, 6 and 7 and the related sections in 

the prescribed book.  

 Begin each question of the assignment by carefully studying the information in the scenario. 

 Make sure you understand how to conduct a job analysis.  

 Ensure that you understand the recruitment and selection process. 

 Ensure that you understand the importance of orientation and induction. 

 Make sure your answers are based on the information provided in the scenario. 
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Assessment criteria 

Look closely at the assessment criteria in the following table. These assessment criteria will give you an 

idea of what is expected of you in each of the assignment mark categories. 

 

Poor 

performance 

(1 to 19 out of 50) 

Average 

performance 

(20 to 39 out of 50) 

Excellent 

performance 

(40 to 50 out of 50) 

QUESTION 1 

1.1 Define job analysis and discuss the importance of compiling a job analysis.                       (2 marks) 

1.2 Identify and briefly discuss the different methods of information collection that are applicable to 

Mobile Catering.                                                                                                            (10 marks) 

 Unable to define ‘job analysis’ 

and provide reasons on the 

importance of compiling a job 

analysis 

 

 Unable to identify the different 

methods of information 

collection applicable to Mobile 

Catering  

 Able to define ‘job analysis’ 

and provide reasons on the 

importance of compiling a 

job analysis 

 

 Limited understanding on 

the different methods of 

information collection 

applicable to Mobile 

Catering 

 Accurate definition of ‘job 

analysis’ and valid reasons 

on the importance of 

compiling a job analysis 

provided 

 Full understanding on the 

different methods of 

information collection 

applicable to Mobile Catering 

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.                               (10 marks) 

 Unable to identify five cost 

effective methods of external 

recruitment  

 Able to identify five cost 

effective methods of 

external recruitment 

 Fully able to identify five cost 

effective methods of external 

recruitment 

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.                                                                                                                                    (6 marks) 

 No clear understanding on 

which selection decision 

method to use 

 Able to identify which 

selection decision method to 

use 

 Able to clearly identify which 

selection decision method to 

use 

QUESTION 4 

4.1 Provide Jessica with some information on orientation and tabulate the benefits of employee 

orientation.                                                                                                                     (5 marks) 

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.                                                    (5 marks) 

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

expected of them?                                                                                                         (5 marks) 

 Unable to identify the benefits 

of orientation 

 

 Able to identify the benefits 

of orientation 

 

 Completely able to explain 

identify the benefits of 

orientation 
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 No understanding of the 

reasons why organisations fail 

to provide effective orientation 

 

 Unable to identify who is 

responsible for orientation 

and what is expected of them 

  

 Some understanding of the 

reasons why organisations 

fail to provide effective 

orientation 

 Limited understanding on 

who is responsible for 

orientation and what is 

expected of them 

 Full understanding of the 

reasons why organisations 

fail to provide effective 

orientation 

 Clear identification on who is 

responsible for orientation 

and what is expected of 

them 

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.                                                                                                                      (8 marks) 

 Unable to define and identify 

three types of internal staffing 

strategies 

 Able to define and identify 

three types of internal 

staffing strategies 

 Clearly able to define and 

identify three types of internal 

staffing strategies 

Technical presentation and layout 

(Although no marks are allocated for this, it is important in this module.) 

 Did not use headings and    

subheadings 

 

 Did not include a table of 

contents 

 Did not include an introduction 

 

 Did not acknowledge sources 

 

 

 Did not include a conclusion 

 

 Did not include a bibliography 

 Used some headings and   

subheadings 

 

 Included a limited table of 

contents 

 Included an introduction 

 

 Acknowledged some 

sources, mostly using the 

correct referencing technique 

 Included a conclusion 

 

 Included a bibliography 

 Used headings and 

subheadings throughout the 

assignment 

 Included a detailed, 

descriptive table of contents 

 Included a relevant 

introduction 

 Acknowledged sources using 

the correct referencing 

technique 

 Included a sufficient 

conclusion 

 Included a bibliography in 

the correct format, listing all 

relevant sources 

General 

 Little or no notice taken of the 

information provided 

 

 No awareness shown of the 

meaning of the information 

provided for the assignment 

 

 Verbatim quotations from 

study guide and/or textbook 

reveal limited understanding  

 

 Understanding shown of the 

meaning and relevance of 

the information provided 

 The meaning of the 

information provided is 

analysed but was not 

applied to the assignment 

 Sufficient understanding 

shown of the relevant HR 

aspects in the assignment, 

but relying to some extent 

on study material 

 The meaning and relevance 

of the information provided is 

fully understood 

 The deeper meaning of the 

information provided was 

analysed and applied to the 

assignment 

 Clear understanding of the 

relevant HR aspects in the 

assignment – explanation in 

own words 
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 Poor use of language 

 

 

 Haphazard writing style, 

without paragraphs or a clear 

development of ideas 

 Assignment structure not 

followed through the use of 

headings and subheadings 

 Style is too much like a 

summary, without fully 

developed ideas 

 Handwriting is extremely 

difficult to read 

 

 

 No references to sources used 

 Some language mistakes, 

but these do not affect 

meaning 

 Writing style is easy to 

follow, but there is no clear 

development of ideas 

 The presentation follows a 

predetermined structure and 

format 

 Some ideas are fully 

developed and 

substantiated 

 The overall impression 

(whether typed or 

handwritten) is one of 

neatness 

 Sources are referenced, but 

incorrectly so 

 Few language mistakes 

made, but these do not affect 

meaning 

 Writing style is logical and 

easy to follow 

 

 The presentation follows a 

predetermined structure and 

format 

 Ideas are fully developed and 

substantiated 

 

 The overall impression 

(whether typed or 

handwritten) is one of 

neatness 

 Sources are correctly 

referenced 

 

TOTAL: 50 x 2 = 100 

 

Common mistakes and tendencies when answering questions of this nature 

In a similar assignment question asked previously, the following mistakes and tendencies were noticed: 

 Some students copied information directly from the workbooks and/or prescribed book without 

acknowledging the source.  

 Others could not, or did not, link the theory to the scenario. 

 Others could not apply the information from sources such as the workbooks and prescribed book 

to the practical situation of the scenario. 

 Some students could not explain how they would translate the theory into the practical tasks of 

dealing with advertisements, recruitment, selection, job design and compensation systems. 

 

Please take note of these mistakes and tendencies and guard against them when you formulate your 

answers to the questions in this assignment. 

 

The answers to this assignment will be provided in Tutorial Letter HRM2601/202/1/2016, which 

will be posted to you a few weeks after the due date for the assignment. This tutorial letter will 

also be available on myUnisa. 
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APPENDIX B – ASSIGNMENTS (SEMESTER 2 – 2016) 
 

You may submit assignments by placing them in the assignment envelopes provided and then posting 

them in the Unisa assignment boxes or you may submit them via myUnisa or via your cell phone. See 

the brochure my Studies @ Unisa for details. 

 

If you mail the assignment to Unisa, please do not submit the mark-reading sheet in an 

assignment cover and staple it. Insert only the completed mark-reading sheet in an envelope and 

mail it to Unisa or place it in an assignment box. Alternatively, you can submit the assignment on 

myUnisa. 

 

Assignment 01 comprises 20 multiple-choice questions. Different assignments are set for semesters 1 

and 2. In this assignment, you are required to select the most appropriate option from the “answer 

section” of each question (options 1 to 4). Choose the option which you think is the correct (most 

appropriate) one. In other words, if you think that statement 4 in question 1 is correct, then select  

option 4 for the appropriate question number (in this case it is question 1) on the mark-reading sheet. 

 

You have to submit Assignment 01 or 02 to be admitted to the examination. The mark obtained 

for Assignment 01 will contribute 10% toward your final mark for this module. This assignment 

should reach Unisa in Pretoria on or before the due date. 

 

Submit this assignment if you are registered for the second semester. 

 
 

ASSIGNMENT 01 

(WORKBOOKS 1, 2 AND 3) 

Due date Unique number 

19 August 2016 834635 

 

1 Daniel is the HR manager at Plumlink SA. The company’s management believes that employees are 

investments that will, if effectively managed and developed, provide long-term rewards to the 

organisation and increase productivity levels. The company also believes that policies, programmes 

and practices that satisfy the economic and emotional needs of the employees must be created 

together with a working environment that encourages and develops skills of employees. What 

management approach is followed by Plumblink SA? 
 

1 The scientific management approach 

2 The human relations approach 

3 The human resources approach 

4 The strategic human resource approach 
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2 There are a number of differences between traditional Human Resource Management (HRM) and 

Strategic Human Resource Management (SHRM). 

 
Please refer to the options below and choose the option that reflects the correct missing words in the 

diagram above. 
 

1 is involved in operational planning only 

2 is involved in HR and business planning only 

3 is involved in HR planning only 

4 is involved in operational HR issues only 

 

3 Fred is a senior manager at Woody Works based in Edenvale. His approach to managing his 

employees focuses on studying the employees’ work output. Employees in his store are rewarded 

with financial and other incentives on condition that their work output is above average. What type 

of personnel management approach is Fred using? 
 

1 Human relations management approach 

2 Human resource management approach 

3 Scientific management approach 

4 Dickens’ Scrooge leadership approach 

 

4 Sipho is a business consultant at Investors Direct. He has been tasked with conducting research to 

investigate solutions to a specific problem, whereby the company can implement the results 

immediately. What type of research is Sipho busy with? 
 

1 Basic research 

2 Pure research 

3 Solutions-based research 

4 Applied research 

 

5 Mr Singh has just been appointed as the new Chair of Department in the Department of Finance at 

the University of Durban. He has introduced a supervisory programme that emphasises support 

and concern for employees. The programme is aimed at enhancing worker output and job 

satisfaction, but failed to do so. What is the reason for the failure of this programme? 
 

1 Lack of planning the programme 

2 Time and budget constraints 

3 Poor job structure 

4 Lack of cooperation from employees 

Dimension 

•Planning and strategy 
formulation 

SHRM 

•Participates in 
formulating overall 
organisational strategic 
plan and aligning HR 
functions with company 
strategy 

HRM 

•_______________ 
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6 Stanley is an HR manager at Property Developments Ltd. As a successful HR manager, he is 

required to know the business of his organisation thoroughly and also the strategies of his 

business. What set of competencies is this known as? 
 

1 Business mastery 

2 HR mastery 

3 Change mastery 

4 Personal credibility  

 
7 The HRIS database module is the cornerstone of the basic information to be found in the system. It 

includes information such as the name, identity number, date of entry, job classification, location, 

job specifications and descriptions, salary comparison data, address, telephone numbers, family 

particulars and other basic information required by the organisation. This module can be used to 

support, among other things, headcount statistics, turnover analysis, salary administration and 

appraisal reviews. Which module is described here? 
 

1 Succession planning module 

2 Basic employee module 

3 Labour relations module 

4 Time and attendance module 

 

8 Which of the following options BEST describes a conversational resource? 
  

1 The World Wide Web uses hypertext to convey text, sound, graphics and videos. 

2 It allows users to communicate with people across the globe. 

3 HTML is used, which is regulated by educational institutes. 

4 Gropher sites are used, which are maintained by government agencies. 

 
9 Best Insurers is a medium-sized organisation based in Benoni. They make use of an HRIS which 

features multiple systems that may or may not be connected to each other. The system also allows 

individuals to programme the system to meet their specific needs. Identify the type of HRIS that is 

being used in Best Insurers. 
 

1 Concentrated HRIS 

2 Distributed HRIS 

3 Independent HRIS 

4 A hybrid approach HRIS 

 

10 Fatima works at Global Bank. On Monday she was supposed to report to work. However, she 

came down with a very high fever. After visiting the doctor, she called her supervisor to inform him 

that she will only be returning to work on Thursday. On her return to the office she logs onto to the 

staff system to apply for her sick leave and upload the letter from her doctor. What is this system 

known as? 
 

1 The internet 

2 An HR portal 

3 HR self-service 

4 A management information system (MIS) 
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11 Jonas is the HR manager at Décor Home. He is currently busy with the process whereby company 

goals are put into plans. He wants to ensure the company is correctly staffed without problems of 

being understaffed or overstaffed and that these employees are able to carry out their tasks in the 

right positions at the right times. What is the process that Jonas is currently conducting? 
 

1 A human resource planning process 

2 A strategic human resource planning (SHRP) process 

3 Succession planning 

4 Job analysis 

 

12 Glenda Smith is the HR manager at Wedding Planners SA. She is tasked with implementing a 

process of strategic HR planning (SHRP), and wants to use a new and sophisticated technique for 

this process, primarily because her friend also working in HR at another company is using the 

same technique. The technique Glenda proposes to use does not necessarily meet the needs of 

Wedding Planners SA. However, based on her friend’s recommendation, she is ready to 

implement this technique within her organisation. Which pitfall has Glenda fallen into? 
 

1 The identity crisis 

2 Peter Principle approach 

3 The glass ceiling approach 

4 The technique trap 

  

13 Petronela is an HR intern at Big-Advert. Her supervisor is providing her with training and skills she 

needs to become a successful HR manager. According to her supervisor, employees will perform 

at the optimal best if their skills and abilities match the job requirements. Advise Petronela on what 

the process used to determine skills and abilities needed to perform a job is called. 
 

1 Orientation process 

2 Job evaluation 

3 Job analysis 

4 Training and development 

 

14 Jamie Lawson is a patisserie chef at Masterbakes, based in the Waterfront. He has decided to 

resign from the organisation where he is employed to open up his own bakery. The HR manager 

has asked him to attend a discussion before he leaves to provide the organisation with valuable 

information regarding the work environment. What type of discussion has taken place? 
 

1 A management meeting 

2 A farewell lunch 

3 A discussion session 

4 An exit interview 

 

15 Thembi is the newly appointed HR director at H&M Auditors. She presented a proposal to the 

board of directors that they should adapt an organisation wide approach focusing on the quality of 

all processes that lead to a final good or service. What is this approach called? 
 

1 Total quality management (TQM) 

2 Ergonomics  

3 Robotics  

4 Quality assurance 
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16 Sarah is the HR director at a large tertiary institution and she is busy with strategic HR planning 

(SHRP). Currently, Sarah is looking at the institution’s own strengths and weaknesses and 

investigating what they are doing well and should keep on doing. Which step of the SHRP process 

is Sarah busy with? 
 

1 Environmental analysis 

2 Internal analysis 

3 Strategy analysis 

4 Forecasting demand 

 

17 Brighter Lighting is currently busy with their HR forecasting for the remainder of 2016. According to 

their current statistics, they have a surplus forecasting supply. What can be done to balance their 

demand and supply? 
 

1 Recall employees 

2 Outsource work 

3 Offer employees early retirement 

4 Reduce employee turnover 

 
18 The SABPP has established a code of professional conduct. According to the SABPP, what are 

the key ethical values? 
 

1 Responsibility, commitment, respect and loyalty 

2 Honesty, integrity, loyalty and commitment 

3 Responsibility, integrity, respect and competence 

4 Commitment, competence, consistency and clarity 

 

19 Meister and Willyerd predict several changes for the future workplace, including multiple 

generations in the workplace. How can organisations accommodate and manage this change 

effectively? 
 

1 Encourage only younger workers to make use of technology. 

2 Allow older employees more authority and freedom. 

3 Give preferential treatment to younger workers as they are the future of your organisation. 

4 Design jobs in a way that manages and embraces diversity. 

 

20 When conducting a controlled experiment, what is the first step that should be followed? 

 
1 Conduct the experiment. 

2 Select the experiment and control groups. 

3 Analyse and draw conclusions. 

4 Define the problem. 

TOTAL: [20] 

The answers to this assignment will be provided in Tutorial Letter HRM2601/201/2/2016, which 

will be posted to you a few weeks after the due date for the assignment. This tutorial letter will 

also be available on myUnisa. 

 
====================== 
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ASSIGNMENT 02 

(WORKBOOKS 4, 5, 6 AND 7) 

Due date Unique number 

2 September 2016 576721 

 
 

LEARNING OUTCOMES 

You should be able to do the following: 

 Discuss workplace flexibility. 

 Discuss different forms of work arrangements. 

 Compare the advantages of internal and external recruitment. 

 Identify the key considerations for planning an orientation programme. 

 Define ergonomics and understand the aspects affecting job design. 

 Evaluate different approaches to internal staffing. 

 

Read the scenario below and then answer the questions that follow: 

 

Enchanted Stationary is a printing company based in Sandton, Johannesburg. They provide a range of 

services including designing and printing wedding invitations, making personalised stationary, printing 

of labels and graphic designing. Due to the wide range of services and success of their business, they 

employ 25 people, each focusing on different areas of the business. They strive on customer 

satisfaction and provide all their clients with one-on-one attention to make sure they are happy with the 

final product. 

 

QUESTION 1 

Zanele, an employee at Enchanted Stationary for the last five years, has recently given birth to a baby 

girl. Her baby was born prematurely and as a result she requires extra care. Zanele has to return to work 

as her maternity leave has come to an end. She approaches her manager Chantel to discuss her 

working arrangements. Chantel understands her employee’s situation and would like to assist her in any 

way possible. Discuss three forms of workplace flexibility that the company can offer Zanele.              (6) 

 

QUESTION 2 

Chantel notices that her employees are unhappy. Productivity levels are decreasing, quality is being 

comprised and two employees have even handed in resignations. Chantel has a meeting with her 

employees in the card production division to identify the reason for their dissatisfaction and gathers that 

the employees find their jobs far too specialised. Discuss three ways in which Chantel can rearrange 

work schedules to motivate her employees.  (6) 
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QUESTION 3 

Enchanted Stationary is doing very well. They deliver good customer service and their clients are always 

happy with the final project. Chantel decides that she would like to extend her business and create an 

online store. Enchanted Stationary also does graphic designing as one of the services they offer so she 

has no problem with setting up a website. She wants to recruit a marketing ambassador to assist her 

with marketing their website. She needs someone with knowledge on the company history and policies. 

Chantel is unsure as to whether to use internal or external recruitment to fill the available position of a 

marketing ambassador. Advise her on whether to make use of internal or external recruitment and 

discuss the advantages and disadvantages of each approach.                                                            (9) 

 

QUESTION 4 

Chantel has successfully completed the recruitment and selection processes. Linda is set to commence 

duty as the marketing ambassador in one month. Discuss the key planning considerations for an 

orientation programme.   (8) 

 

QUESTION 5 

Chantel believes ergonomics affects the productivity levels of employees. Provide a definition on 

ergonomics and discuss the aspects that must be taken into consideration in designing a job.             (7) 

 

QUESTION 6 

Chantel is not sure how to manage her staff within the organisation. Give her a brief description of 

internal staffing and discuss the various approaches to internal staffing so that she can keep this in mind 

when making employee decisions.                                                                                                    (14) 

 

TOTAL: 50 x 2 = 100 

 

Guidelines on how to approach this assignment 

We recommend that you work through the following steps when answering the assignment question. 

 Read through all the information relating to job analysis, recruitment, selection, orientation and 

internal staffing as outlined in Workbooks 4, 5, 6 and 7 and the related sections in the prescribed 

book. 

 Begin each question of the assignment by carefully studying the information in the scenario.  

 Make sure you understand how to conduct a job analysis. 

 Ensure that you understand the recruitment and selection process. 

 Ensure that you understand the importance of orientation and induction. 

 Make sure your answers are based on the information provided in the scenario. 

 

Assessment criteria 

Look closely at the assessment criteria in the following table. These assessment criteria will give you an 

idea of what is expected of you in each of the assignment mark categories. 
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Poor 

performance 

(1 to 19 out of 50) 

Average 

performance 

(20 to 39 out of 50) 

Excellent 

performance 

(40 to 50 out of 50) 

QUESTION 1 

Zanele, an employee at Enchanted Stationary for the last five years has recently given birth to a baby 

girl. Her baby was born prematurely and as a result she requires extra care. Zanele has to return  to 

work as her maternity leave has come to an end. She approaches her manager Chantel to discuss her 

working arrangements. Chantel understands her employee’s situation and would like to assist her in 

any way possible. Discuss three forms of workplace flexibility that the company can offer Zanele.            

                                                                                                                                          (6 marks) 

 Unable to identify different 

forms of workplace flexibility 

 Able to identify different 

forms of workplace flexibility 

 

 Accurately able to identify 

different forms of workplace 

flexibility 

QUESTION 2 

Chantel notices that her employees are unhappy. Productivity levels are decreasing, quality is being 

comprised and two employees have even handed in resignations. Chantel has a meeting with her 

employees in the card production division to identify the reason for their dissatisfaction and gathers 

that the employees find their jobs far too specialised. Discuss three ways in which Chantel can 

rearrange work schedules to motivate her employees.                                                              (6 marks)                                                                                                                           

 Unable to identify methods to 

increase motivation intensive 

jobs 

 Able to identify methods to 

increase motivation intensive 

jobs 

 Fully able to identify 

methods to increase 

motivation intensive jobs 

QUESTION 3 

Chantel is unsure as to whether to use internal or external recruitment to fill the available position of a 
marketing ambassador. Advise her on whether to make use of internal or external recruitment and 
discuss the advantages and disadvantages of each approach.                                              (9 marks) 

 Cannot identify whether to use 

internal or external recruitment 

 

 Unable to compare advantages 

and disadvantages of internal 

and external recruitment 

 Able to identify whether to 

use internal or external 

recruitment 

 Able to compare advantages 

and disadvantages of 

internal and external 

recruitment 

 Can clearly identify whether 

to use internal or external 

recruitment 

 Accurate comparison 

advantages and 

disadvantages of internal 

and external recruitment 

QUESTION 4 

Chantel has successfully completed the recruitment and selection processes. Linda is set to 
commence duty as the marketing ambassador in one month. Discuss the key planning considerations 
for an orientation programme.                                                                                                     (8 marks) 
 

 No understanding of the key 

planning considerations for an 

orientation programme 

 Limited understanding of 

the key planning 

considerations for an 

orientation programme 

 Clear understanding of the 
key planning considerations 
for an orientation 
programme 
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Poor 

performance 

(1 to 19 out of 50) 

Average 

performance 

(20 to 39 out of 50) 

Excellent 

performance 

(40 to 50 out of 50) 

QUESTION 5 

Chantel believes ergonomics affects productivity levels of employees. Provide a definition on 

ergonomics and discuss the aspects that must be taken into consideration in designing a job. 

                                                                                                                                          (7 marks)                          

 Unable to define ergonomics 

 Unable to identify the aspects 

that affect job design 

 Able to define ergonomics 

 Able to identify the aspects 

that affect job design 

 

 Clearly able to define 

ergonomics 

 Clearly able to identify the 

aspects that affect job 

design  

QUESTION 6 

Chantel is not sure how to manage her staff within the organisation. Give her a brief description of 

internal staffing and discuss the various approaches to internal staffing so that she can keep this in 

mind when making employee decisions.                                                                                (14 marks)                                                               

 Unable to define internal 

staffing 

 No understanding of different 

approaches to internal staffing 

 Able to define internal 

staffing 

 Limited understanding of the 

different approaches to 

internal staffing 

 Clear definition of internal 

staffing 

 Clear understanding of the 

different approaches to 

internal staffing 

Technical presentation and layout 

(Although no marks are allocated for this, it is important in this module.) 

 Did not use headings and    

subheadings 

 

 Did not include a table of 

contents 

 Did not include an introduction 

 

 Did not acknowledge sources 

 
 

 Did not include a conclusion 

 

 Did not include a bibliography 

 Used some headings and   

subheadings 

 

 Included a limited table of 

contents 

 Included an introduction 

 

 Acknowledged some 

sources, mostly using the 

correct referencing technique 

 Included a conclusion 

 

 Included a bibliography 

 Used headings and 

subheadings throughout the 

assignment 

 Included a detailed, 

descriptive table of contents 

 Included a relevant 

introduction 

 Acknowledged sources 

using the correct 

referencing technique 

 Included a sufficient 

conclusion 

 Included a bibliography in 

the correct format listing all 

relevant sources 
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Poor 

performance 

(1 to 19 out of 50) 

Average 

performance 

(20 to 39 out of 50) 

Excellent 

performance 

(40 to 50 out of 50) 

General 

  Little or no notice taken of the 

information provided 

 

 No awareness shown of the 

meaning of the information 

provided for the assignment 

 

 Verbatim quotations from 

workbooks and/or textbook 

reveal limited understanding 

 

 Poor use of language 

 

 Haphazard writing style, 
without paragraphs or a clear 
development of ideas 

 Assignment structure not 
followed through the use of 
headings and subheadings 

 Style is too much like a 
summary, without fully 
developed ideas 

 Handwriting is extremely 
difficult to read 

 
 

 No references to sources used       

 Understanding shown of the 
meaning and relevance of 
the information provided 

 The meaning of the 
information provided is 
analysed but was not applied 
to the assignment 

 Sufficient understanding 
shown of the relevant HR 
aspects in the assignment, 
but relying to some extent on 
study material 

 Some language mistakes, 
but these do not affect 
meaning 

 Writing style is easy to follow, 
but there is no clear 
development of ideas 

 The presentation follows a 
predetermined structure and 
format 

 Some ideas are fully 
developed and substantiated 
 

 The overall impression 
(whether typed or 
handwritten) is one of 
neatness 

 Sources are referenced, but 

incorrectly so 

 The meaning and relevance 
of the information provided 
is fully understood 

 The deeper meaning of the 
information provided was 
analysed and applied to the 
assignment 

 Clear understanding of the 
relevant HR aspects in the 
assignment – explanation in 
own words 

 

 Few language mistakes 
made, but these do not 
affect meaning 

 Writing style is logical and 
easy to follow 

 

 The presentation follows a 
predetermined structure 
and format 

 Ideas are fully developed 
and substantiated 

 

 The overall impression 
(whether typed or 
handwritten) is one of 
neatness 

 Sources are correctly 

referenced 

   TOTAL: 50 x 2 = 100 

Common mistakes and tendencies when answering questions of this nature 

In a similar assignment question asked previously, the following mistakes and tendencies were noticed: 

 Some students copied information directly from the workbooks and/or prescribed book without 

acknowledging the source.  

 Others could not, or did not, link the theory to the scenario. 

 Others could not apply the information from sources such as the workbooks and prescribed book 

to the practical situation of the scenario. 

 Some students could not explain how they would translate the theory into the practical tasks of 

dealing with advertisements, recruitment, selection, job design, and compensation systems. 

Please note these mistakes and tendencies, and guard against them when you formulate your answers 

to the questions in this assignment. 

 

The answers to this assignment will be provided in Tutorial Letter HRM2601/202/2/2016, which 

will be posted to you a few weeks after the due date for the assignment. This tutorial letter will 

also be available on myUnisa. 
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