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SECTION A - MULTIPLE-CHOICE QUESTIONS

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

1 Janine 1s the human resource (HR) director of a large auditing firm She has called a meeting
with all the line managers and the entre HR section of the firm to discuss the division of
responsibiities of the strategic human rescurce planning (SHRP) process that she plans to
implement within the next month Which of the following are the responsibilities of the HR
department?

identifying the HR strategies

designing the HR planming data systems

participating In the strategic planning process of the entire organtsation
monitoring the HR plan {o identify changes needed

integrating the HR plan with departmental plans

o OO oL

1 a, bandd
2 a,bandc
3 b,cande
4 c,dande

2 Thabo has been a forklift operator at a large storage warehouse for the past five years When the
inventory controller resigned, Thabo applied for the position and he was appointed as the new
inventory controller Does Thabo need orientation in tus new position? Give a reason for your
answer

1 Yes When an employee has been promoted or transferred in an organisation, they should
receive orentation because the new position typrcally involves a change in environment
and duties

2 No Thabo has been working for the organisation for five years and knows how the
organisation works

3 Yes Thabo needs fraiming for the new position

4 No He is not a new employee Only new employees receive onentation

3 Carla, a clerk at a medium-sized law firm in Johannesburg, specialises In conveyance cases Her
colieague, Daniel, who started his clerkship on the same day as Carla and who specialises in
divorce cases, has resigned because he wants to pursue a career In acting The partners in the
firm have decided that they cannot afford another clerk to do Danel’s work and that Carla should
do both her own and Dantel's work Of which motivation intensive technique of job design s this
scenario an example of?

Job enlargement
job rotation

job ennchment
job improvement

AW N =

4 Michael was appointed as a chef In a large restaurant He has been performing below standard,
messing up orders, burning food and taking too leng with the preparation of the food You are the
owner of the restaurant and you want to determine what the reason for Michael's poor
performance 1s The first step in this process of performance analysis would be to define
employee expectations What would the second step be?

1 dentifying personal circumstances
2 identifying performance barrers
3 identifying causes of the poor performance

[TURN OVER]
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4 identifying working relations

Which option below 1s not a non-traditional recruitment strategy used by employers to address
the labour shortage in South Africa”?

1 disadvantaged training programmes

2 Internships and mentonng programmes
3 telerecruiting

4 {ob posting

Mr Mahlangu Is the marketing director of a large organisation and is also on the organisation’s
senior board of directors In Mr Mahlangu's employment contract, 1t 1s stipulated that should the
arganisation be acquired by another orgarisation through a merger or acquisition, he shail stil
receive his salary each month for the next five years What 15 this type of executive
compensation called?

golden parachute
beld incentive

stock ownership plan
stock option plan

BN =

“The process through which the goals a company sets itself, as put forth in its mission statement
and company plan, are translated into HR objectives to ensure that the company is neither
overstaffed nor understaffed, and that employees with the appropriate talents, skills and desire
are avallable to carry out thewr tasks in the night jobs at the right times”

Which HR concept 1s defined in the citation above?

strategic human resource planning
human resource planning

human resource management
succession planning

HWN -

Jill 1s the HR manager at Venter, Simelani and Partners and she 1s busy with the firm’s yearly
performance appraisals She 1s an experienced and objective rater, but in one case she has
gven her colleague Mark a high rating because he won a very important case for the firm
However, she neglected to take into account that Mark's administration i1s a disaster and that he
15 always late for work Of which rater error 1s Jill guiity of?

rater bias

halo effect
leniency

central tendency

BWN =

The use of external recrutment has numerous advantages Which of the following is not one of
them?

1 It 1s a cheaper process

2 New ideas and perspectives can be brought into the organisation
3 Infighting 1s reduced

4 The apphcant pool 1s greater

Nthabiseng recently complained to her supervisor that she is not being paid as well as her co-

workers and that the conditions under which she has to work are horrible Which factor of
Hertzberg's two-factor theory of motivation 1s applicable here?

[TURN OVER]
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hygiene
motivator
affihation
power

HWN =

The policy of awarding employees benefits in addition to compensation has increased
dramatically in South Afrnican organisations There are vanous types of benefits that employers
can offer their employees, mncluding paid tme off Which of the following 1s not an example of
pad time off?

sick leave

leave to participate in a protected stnke
compassionate leave

witness in court

W R -

What 1s the most important purpose of the performance apgpraisal interview?

to discuss future training and development needs
to provide vocational guidance

to discuss employee concemns

to provide performance-related feedback

HWN =

Which of the following 1s not a common pitfail in the SHRP process?

1 identity crises

2 top management support

3 coordination with other functions
4 personal problems and conflict

Jacob and Fatma can follow varicus approaches towards internal staffing One of these
approaches 1s promotion, which not only entalls the upward internal movement of an employee,
but usually also involves greater responsibiity and autonomy, and an increased salary and
benefits Which one of the following is not a valid criterion that can be used when decaiding which
candidates to promote?

1 sentority

2 performance

3 assessment centre
4 leadership

Sarah 1s the HR manager of a popular clothing manufactuning company She and her team of HR
officers are systematically investigating the tasks, duties and responsibiltties associated with all
the jobs in the company Which process 1s Sarah and her team involved 1n?

1 job analysis

2 job design

3 job enrichment
4 task analysis

There are vanous important principles of learning to consider when designing an effective
training and development programme Which one of the following 1s not a prninciple of learmng?

motivation
participation
feedback
learning

BWN -
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Jackson, the recrutment consuitant of ABC Bank, has to contact Maria's previous employer to
obtain information about her performance, ability to meet deadhnes and trustworthiness As ABC
Bank wants to appoint Maria as a bank clerk, it must first obtain this information before making a
final decision Where in the selection process 1s ABC Bank?

Interviews

reference checks
completing the apphication
medical testing

AWM -

Job stress 1s often caused by factors in the workplace Organisations can implement policies and
strategies to combat job stress Which of the following 1s not such an organisational policy or
strategy”

preventative management
management by objectives
remaving the cause of stress
extended leave of employees
maintaining a productive culture

® Q0T

a,bandd
c,dande
a,bande
b,candd

W=

Daniel 1s the HR director at a large mining company He wants to implement an mternal staffing
strategy 1n the organisation Which of the following are important reasons why Daniel needs to
design a proper internal staffing programme?

employee dissatisfaction

employee morale

increasing concerns with job security
employment equity i1ssues

financial considerations

Q0T

1 a,bande
2 b,candd
3 g candd
4 c,dande

Dalinda has been appointed as the departmental manager of the distnbution department in a
large warehouse The general manager has informed her that she needs to report the traiming
and development needs 1n her department What are some of her other responsibilittes as a
manager with regard to training and development?

a providing technical information
b co-ordinating training and development efforts
c monitonng training and development needs
d conducting and monitoring continuous on-the-job training and development
e preparing training and development material
1 a,cande
2 a,candd
3 c,dande
4 b,candd

[TURN OVER]
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Ronny has been tasked to look at the newly apponted typrst's work station His supervisor
indicated that the following should be taken into consideration the employee’s posture (back and
hands) and the environment What process s Ronny been tasked to investigate?

B WM =

robotics

total quality management (TQM)
ergonomics

the work environment

Which of the following are important signs that a person may be on their way to burnout?

a They are exhausted once every week
b They expernience every second day as a bad day
c Carning about therr work or Ife at home feels like a waste of energy or too much for them
d They spent large parts of ther day doing tasks that they expenence as boring or
overwhelming
e They feel ke nothing they do really makes a difference
1 a,bandc
2 a,cande
3 b,cand d
4 c,dande
Which of the following represent the only three grounds on which an employee can be fairly
dismissed?
1 misconduct, liness, poor work performance
2 operatienal requirements, tncapacity, theft
3 misconduct, incapacity, operational requirements
4 poor work performance, dishanesty, retrenchment

What 1s the process called of designing and implementing goals, plans and strategies that enable
HR professionals and managers to satisfy workforce needs and allow individuals to achieve thewr
career objectives?

B )N —

selection cnitena
employabiiity

career management
career attnibutes

Which of the following are important purposes of onboarding and onentation?

[0 = N o T & 1]

The basic responsibilities of the job must be identified

The employee needs to know how they fit into the organisation

Employees must understand the goals, policies and procedures of the organisation
Employees must understand how the internal cuiture operates in groups and teams
The importance of becoming socially involved in the organisation must be emphasised

abandd
c,dande
a,bandc
b,cande

BWN =
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A registered trade unton has certain organisationai nights which the trade union may apply in the
workplace Which one 1s not such an organisational nght?

1 joint deciston-making rights to protect the employees

2 access to the workplace by office-bearers and officials of the union
3 union meetings at the workplace and balloting of union members
4 stop-order facilities and leave for trade union activities

Abigall has been appointed as the HR manager of 2 manufactunng company Her first task 1s to
develop a proper training and development system in the organisation The previous HR
manager did not keep any records, and training and development were not admenistered or
controlled in an apprepriate or cosl-effective manner What 1s the first thing that Abigail needs to
do when developing a training and development system?

planning

determining the budget
strategic alignment
needs assessment

B -

The members and shop stewards of the representative trade union at a car manufacturing plant
are going on strike because they feel that the management of the plant disciplined one of their
members too harshly by suspending him without pay because he arrived late for work What type
of strike 1s this?

economic strike
secondary strike
grievance strnke
wildcat strike

HWRN

Which of the following 1s not an effect of HIV/AIDS in the workplace?

1 Absence from work and worker attrition s likely to increase as people fall il and take sick
leave

2 Employees would require time off to care for sick family members

3 Many employees would want to take compassionate leave

4 People would want time off for medical testing

Sally has been working for a stationery company for the past five years She does not feel ke
staying in ner current job, because she does not receive recognition for the work she does She
1s faced with unrealistic expectations and she feels whatever she does, she will not succeed She
feels irnitable, sick, frustrated and has a desire to quit her job without fear of the consequences of
such a decision Her current situation 15 having a negative impact on the company and on her
performance What 1s most probably the root cause of the symptoms that she 1s expernencing?

burnout
job stress

1
2
3 high blood pressure
4 anxiety

[TOTAL FOR SECTION A = 30 MARKS]
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SECTION B - ESSAY QUESTIONS

Answer two of the three questions from this section In the space provided Please use headings and
subheadings and make sure that your handwniting 1s legibie Encircle the numbers of the questions

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

Question No

1

2

Section A

Section B

)

- @

3

Note. If you answer all three questions only the first two will be marked

Question 1

« Students should not write in this space

11 Claudette 1s an HR officer at a large manufacturing company in South Afnica She 1s tasked with
ensuring that the company’s goals are translated into HR objectives and that the company s
neither overstaffed nor understaffed so that the nght employees with the appropnate talenis,
skills and desire are available {o carry out therr tasks in the nght jobs at the right times However,
she I1s unsure why this process 1s so important to the organisation She approached you for some
assistance and guidelines Assist Janine by explaining the impertance of strategic human

resource planning (SHRP) to the organisation

©)
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12 Define the following concepts

121
122
123
124
125

Job design
Recruiiment
Selection
Crnientation
Compensation

10
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M
M
(1)
(1)
(1)
(8]
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13 Jeremy 15 a secunty guard at a large bank in Johannesburg His duties are to guard the
entrance to the bulding and direct visitors to therr destinations Jeremy 1s very frustrated
because his job does not enable him to make use of his talents and skills With reference to the
motivation-intensive approach to job design, explain how Jeremy’s job can be redesigned to not
only motivate him but to utilise his skills and abiities optimally You are required to refer to the
three methods of the motivation-intensive approach to job design (6)

-

~
/ !
i

-

.6 v
[TURN OVER)
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14 Line managers play a central role in human resource management Discuss the role of the line
manager in the performance appraisal process 4)
PR
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Question 2 « Students should not write in this space

21 Joubert, Anderson and Majola attorneys are seeking the services of a legal secretary The
successful candidate must have experience as a personal assistant in a legal environment The
partners decide to recruit internally before they consider external recruitment Brefly discuss the
advantages and disadvantages of internal recrutment that the parners should be aware of

before they acquire applicants to fill the position (5)
RN
I, )
1\ — !

N __5’ ’
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22 Differentiate between internal recruitment and internal staffing by defining the concepts {2)
PR

. \

\ —

\ .__2’ ’
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23 Identify and briefly describe the type of internal staffing move that took place in the following
scenaros

231 Kaden was maved from shop assistant to general manager after he had worked in the shop
for five years and had proved his loyaity and skill His position as general manager means
more responsibility and a higher salary (2)
232 Kara has been working as an admunistrative officer for six months She has recewved office
administration training and on-the-job traiming, but she 1s not performing up to standard Her
supervisor decides t6 move her to a lower position with less responsibility, as tea lady (2)
233 Kgala s an accountant at a large auditing firm in Johannesburg with nationwide branches His
wife has been offered a job in Cape Town, and to accommodate Kgala's personal situation,
the firm has decided to appoint him as an accountant in the Cape Town branch {2)

(6]

=
/ "\
!

V—
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Jacquie 1s the chief executive officer (CEQ)} of a large manufacturing plant She has had
numerous complaints from supervisors In the company that the employees' work 1s not on the
required performance standard and that the employees are damaging the company’s reputation
with costly mistakes However, there 1s no system in place to deterrmine the level of the
employees’ performance and to establish which areas of their performance are lacking and why
Identify which system/process needs to be put in place and also discuss the objectives of such a
system (7)

-

’ N

]
i —
. ._7’ /’
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Question 3 « Students should not write In this space

31 You are the manager of ABC Factory where many clothing labels for the national market are
manufactured It is difficult to find qualified talors in the labour market Consequently, ABC
appoints a large number of young tallors per year However, most of them leave the factory
within a few months You asked around, and 1t does not seem that pay is the problem You
suspect that young employees are not well integrated into the factory ABC abandoned
onentation and onboarding years ago due to the cost and time involved Should ABC reinstate
onboarding and orientation? Provide reasons for your answer (5)

-
\
:, }
P — !
\ __5’ /7
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Read the following scenario carefully and then answer the questions that follow

Golden Insurance (Pty) Ltd 1s a large life insurance organisation in Sandton, South Africa The
organisatton has many divisions but one department that has been receving a lot of criticism in
the media, is its inbound call centre Customers have heen complaiming that the call centre
agents are rude and disrespectful and that their calls are directed to various departments before
they reach the correct one

Simon, the call centre supervisor, has approached you for assistance In developing and
presenting a training programme for call centre agents He 1s of the opinion that both existing and
new call centre agents should be taught how to answer incoming telephone calls professionally,
listen to what the customer requires, and then assist the custemer in an efficient and professional
manner

Explain how traming and development would address the problems at Golden Insurance by
discussing the purposes of training and development (5)

i
\ —

!
1

v 5 7
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33 Abigal 1s an extremely hard worker and she has been employed at Mac IT for nearly ten years
She has moved up the corporate ladder and now holds a managerial position where she 1s
responsible for retail outlets in three provinces in South Africa Abigaill's manager, Jacob, recently
noticed that Abigail does not seem happy anymore He calls Abigail to his office and Abigall tells
hum that she feels depressed and that she works hard every day, but that 1t feels like nothing she
does 1s worthwhile Abigail expresses her opinion and she states that she will never be able to
achieve the new set target of a turnover of R6,3 million Over and above her recent struggle with
regular lung infections, Abigail also suffers from headaches Her manager has also noticed that
she started drninking lots of coffee and that she i1s taking smoke breaks more often

First, identify and briefly define Abigail's health condidion Secondly, discuss two types of
programmes that can be implemented to assist Abigail with her condition (6)

[TURN OVER]
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Thabe, one of the assistant managers at a local restaurant, was dismissed for allegedly stealing
from the till at the end of his shit Thabo immediately lodged an unfair dismissal claim mainly to
clear his name for future career prospects Even though the employees are under constant
survelltance, the video footage did not show procf that Thabo had indeed stolen the money The
only basis for the accusation of theft was that the till takings did not balance

What constitutes an unfair dismissal? (4

[TURN OVER]
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-

[TOTAL FOR SECTION B = 40 MARKS]

CHECKLIST v

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

Cid you complete all the multiple choice questions?

Have you placed your completed mark reading sheet into the examination paper?

Have you encircled the humbers of the TWO guestions you completed in Section B of
the paper on the cover of the examination paper?
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MARK READING SHEET INSTRUCTIONS

Your mark reading sheet 1s marked by computer and should therefore be filled 1n thoroughly and
correctly

USF ONLY AN HB PENCIL TO COMPLETF YOUR MARK READING SHEET
PLEASE DO NOT FOLD OR DAMAGE YOUR MARK READING SHEET

Consult the lustration of a mark reading shect on the reverse ot this page and tollow the instructions sicp by
step when working on your sheet

Instruction numbers 1 0 O referco spdaces on your mark reading sheet which you should fill wn as

follows

o Write your paper code in these eight squares, for instance

P{SIY{(1|0]O]|-1X

o

| he paper nvmber pertains only to first-level courses consisting of two papers

WRITE | 0 | 1 | forthe first paperand | @ { 2 | for the second If only one paper, then leave blank

Dl in your imitizls and surname
Fill in the date of the examination

F1ll 1n the name of the exammation centre

Q00

WRITE the digtts of your student number HORIZONTALLY (from lefi to nght) Begin by filling i the

first digtt of your student number in the first square on the left, then fill in the other digits, each one in a
separate square

o

In each vertical column mark the digit that corresponds 1o the digit in your student number as follows
[-]
WRITE your umique paper number HORIZONTALLY

NB Your unique paper number appears at the top of your examunation paper and consists only of digits
{eg 403326)

@ In each vertical column mark the digit that corresponds to the digit number in your unique paper

®

number as follows [-]

10 Question numbers 1 to 140 mdicate corresponding question numbers 1n your examination paper The

five spaces with digits 1 to 5 next to each question number indicate an alternative answer to each
question The spaces of which the number correspond lo the answer you have chosen for each question
and should be marked as follows [-]

’ For ofticial use by the invigilator Do not fill in any information here




