
HRM1501/102/3/2018 

 

 

 

 

 

 

Tutorial Letter 102/3/2018 

 
Introduction to Human Resource Management I 

 
HRM1501 
 

Semesters 1 & 2 

 

Department of Human Resource Management 

  

 
IMPORTANT INFORMATION 

This tutorial letter contains important information  
about your module. 

 



                   HRM1501/102/3/2018 

 
2 

 CONTENTS 

Page 

1 INTRODUCTION AND WELCOME ........................................................................... 4 

2. PURPOSE OF AND OUTCOMES OF THE MODULE ............................................... 5 

2.1 Purpose .................................................................................................................... 5 

2.2 Outcomes ................................................................................................................. 5 

3. LECTURERS AND CONTACT DETAILS ................................................................. 6 

3.1 Lecturer .................................................................................................................... 6 

3.2 Department .............................................................................................................. 6 

4. MODULE RELATED RESOURCES .......................................................................... 7 

4.1 Prescribed books .................................................................................................... 7 

4.2 Recommended books ............................................................................................. 7 

4.3 Electronic reserves (e-reserves) ................................................................................ 8 

5 STUDENT SUPPORT SERVICES FOR THE MODULE ............................................ 8 

6 MODULE-SPECIFIC STUDY PLAN .......................................................................... 8 

7 MODULE PRACTICAL WORK AND WORK-INTEGRATED LEARNING ............... 15 

8. ASSESSMENT ........................................................................................................ 15 

8.1 Objective of assignments ..................................................................................... 15 

8.2 Due dates and unique numbers for assignments ............................................... 16 

8.3 What to study for the completion of assignments .............................................. 16 

8.4 Year mark ............................................................................................................... 17 

8.5 Assignment enquiries ........................................................................................... 17 

9 EXAMINATIONS ..................................................................................................... 18 

9.1 Requirements for admission to the examination ................................................ 18 

9.2 Format of the examination paper ......................................................................... 18 

9.3 Guidelines on preparing for the examination ...................................................... 18 

10. OTHER ASSESSMENT METHODS ........................................................................ 18 

11. FREQUENTLY ASKED QUESTIONS ..................................................................... 19 

12. CONCLUSION ........................................................................................................ 19 

APPENDIX A:  FIRST SEMESTER – COMPULSORY ASSIGNMENT ............................... 20 

APPENDIX B:  SECOND SEMESTER – COMPULSORY ASSIGNMENT .......................... 26 

APPENDIX C:  SELF-ASSESSMENT ASSIGNMENT 02 ................................................... 32 

APPENDIX D:  COMMENTS ON SELF-ASSESSMENT ASSIGNMENT 03 ....................... 38 

 



                   HRM1501/102/3/2018 

 
3 

  
PLEASE NOTE / IMPORTANT NOTES: 

 
This tutorial letter should be read in conjunction with the Study @ Unisa brochure and 

tutorial letter HRMALL6/301/4/2018. 

 

It is strongly recommended that you register for and use myUnisa (see the Study @ 

Unisa brochure for details), as this will give you direct access to important information 

and allow you to perform tasks such as updating your personal information, submitting 

assignments, confirming receipt of assignments, obtaining assignment marks, 

obtaining examination time tables and results, joining one discussion forums and many 

more. 
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Dear Student 

 

1 INTRODUCTION AND WELCOME 
 

Welcome to this module, HRM1501 - Introduction to Human Resource Management I 

(HRM).  We are confident that you will enjoy it and that it will be of practical value to you.  We 

trust that you will have a stimulating and successful year of study.  We shall do our best to 

make your study of this module successful.  You will be well on your way to success if you 

start studying early in the year and resolve to do the assignments properly. 

 

You will receive a number of tutorial letters during the year.  A tutorial letter is our way of 

communicating with you about teaching, learning and assessment.  Right from the start we 

would like to point out that you must read ALL the tutorial letters you receive during the 

semester immediately and carefully, as they always contain important and, sometimes, 

urgent information. 

 

In Tutorial Letter 102 you will find the assignments and assessment criteria as well as 

instructions on the preparation and submission of the assignments.  We have also included 

certain general and administrative information about this module.  Please study this section of 

the tutorial letter carefully.  Tutorial Letters 201 will contain feedback for your Assignment 01.  

You need to do this assignment in order to test your knowledge and to see how much you still 

need to work in preparing for you final examinations.  You will also receive a DVD together 

with your study material on registration, which is aimed at making your study much easier and 

interesting.  

 

This tutorial letter refers to the module HRM1501: Introduction to Human Resource 

Management I, and contains module specific information related to the tutorial matter for the 

module, the purpose and outcomes of the module, relevant contact details, module related 

resources, student support services, a module specific study plan, assessment (assignments 

and examinations) and frequently asked questions.  

 
The Department of Despatch should supply you with the following tutorial matter for this 

module: 

 

 one study guide for HRM1501  

 one DVD for HRM1501 

 one general tutorial letter HRMALL6/301/4/2018 

 two module-related tutorial letters: Tutorial Letter 102 (this one), Tutorial Letter 201 
(feedback on Assignment 01 and examination guidelines) that you will receive after the 
due date of these compulsory assignment 

 Study @ Unisa 2018 brochure. 
 

Tutorial Letter 20l will be sent to all registered students a few weeks after the due dates of the 

assignment whether you submitted the assignment or not.  

 

Note:  Some of this tutorial matter may not be available when you register. Tutorial matter that 

is not available when you register will be posted to you as soon as possible, but is also 
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available on myUnisa. Please contact the Unisa Despatch Department 

(Despatch@unisa.ac.za) should you have any enquiries regarding tutorial matter. 

 

 

2. PURPOSE OF AND OUTCOMES OF THE MODULE 
 

2.1 Purpose 
 

This module will be useful to students who experience the need for foundational knowledge, 

skills and competencies in human resource management. 

 

Students credited with this module are able to demonstrate the basic knowledge of the field of 

human resource management, and will have limited ability to understand and perform the 

human resource functions as well as to support the implementation of human resource 

processes, procedures and systems within an organisation. 

 

2.2 Outcomes 

 
 Demonstrate a functional knowledge base of HRM in a global and South African context. 

 

 Recognise and analyse the fundamental employee’s and organisational dynamics that 

are essential for an organisation to achieve its strategic objectives. 

 

 Outline and explain the fundamental challenges facing the field of HRM in organisations 

and indicate how this field contributes to the achievement of the strategic objectives of 

the organisation. 

 
  

mailto:Despatch@unisa.ac.za
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3. LECTURERS AND CONTACT DETAILS 
 

3.1 Lecturer 
 

There is only one lecturer for this module: 

DETAILS MS MD GURA 

Office number 
Unisa, Muckleneuk (Main) Campus, Room 3-66, AJH van der Walt 
Building,  

Fax number  086 695 3602 

Postal address 

The Lecturers: HRM1501 

Department of Human Resource Management 

PO Box 392 

UNISA 

0003 

 

You may also contact the lecturers via the HR helpdesk (see details in section 3.2 below) or 

via the course contact option on myUnisa. 

 

Please address all correspondence about academic matters, such as enquiries about the 

contents of the assignment, to the lecturer.  Administrative enquiries should be directed 

to the relevant department.  See section 3.3 below. 

 

To avoid disappointment, make an appointment beforehand if you wish to see the 

lecturer personally. 

 

You may enclose more than one letter in an envelope, but do not address enquiries to 

different departments in the same letter.  Letters to lecturers should not be included with 

assignments.  Always write your student number and the module code at the top of any 

correspondence to the university.  You can contact your lecturer by mail, e-mail, telephonically 

or via myUnisa.  

 

3.2 Department  
 

Should you wish to contact the lecturers telephonically or per e-mail, you may do so via the 

Department of Human Resource Management’s helpdesk.  The details are as follows: 

 

Telephone 

number: 

012 429 8701 

E-mail address: hrmacademics@unisa.ac.za  

(Include your student number and the module code in the 

subject line of the e-mail.) 

 

mailto:hrmacademics@unisa.ac.za


                   HRM1501/102/3/2018 

 
7 

By using the above telephone number or e-mail address your enquiry will be directed to the 

appropriate person.  

 

3.3 University 

 

Any enquiries about administrative matters should be addressed to the section concerned with 

your problem. Consult the Study @ Unisa brochure in this regard. 

 

Always have your student number at hand when phoning the university. 

 

 

4. MODULE RELATED RESOURCES 
 

4.1 Prescribed books 
 
There is no prescribed book for this module. 
 

4.2 Recommended books 
 
Below you will find a list of recommended books you may consult in your studies.  

 

Book Call number 

1. du Plessis A.J, et al 2014.. Human resource management and 
employment relations in SA – contemporary, theory and 
practice. 
1st edition. Juta. ISBN: 9781485102700 

  

2. Joubert, M et al 2014 Introduction to HRM: a practical 
guide. 
1st edition. Frontline. ISBN: 978-062060504-5 
  

 

 

 

 

 

 

 

 

 

 

Other recommended resources such as possible websites and journals are provided on the 

HRM1501 course page on myUnisa.  

 

Recommended books may be requested electronically via the OASIS Library catalogue from 

the Unisa library on the Muckleneuk campus. See the Study @ Unisa brochure and Tutorial 

Letter HRMALL6/301/4/2018 for more details. Kindly note that only a limited number of 

recommended books are available in the library for loan purposes. Although you are not 

supposed to buy the recommended books, you may purchase the book by Joubert et al (2014), 

as it is actually a workbook and it contains activities and feedback that may help you with your 

assignment and for the examination preparation.  

 

You will also receive a DVD for HRM1501 together with your other study material.  The DVD 

is intended to simplify your study of the HRM1501 module and also to show a linkage between 

Human Resource Management 1 and other related disciplines, for example, Human Resource 

Development (HRD1501) and Labour Relations Management (LRM1501).  
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4.3 Electronic reserves (e-reserves) 
 
There are no e-reserves for this module. 
 

 

5 STUDENT SUPPORT SERVICES FOR THE MODULE 
 

For information on the various student support systems and services available at UNISA (e.g. 

student counselling, tutorial classes, language support). Please consult the Study @ Unisa 

brochure. Information on how to establish contact with fellow students, the use of myUnisa 

and tutor support is also provided in Tutorial Letter HRMALL6/301/4/2018. 

 

 

6 MODULE-SPECIFIC STUDY PLAN 

 

Given the limited time you have to work through the prescribed material, complete the 

assignments and prepare for the examination, we have drawn up a study plan for you.  This 

study plan basically consists of a few guidelines indicating when you should have at least 

completed certain sections of the study material.  Remember though that these are only 

guidelines – you should always work at your own pace and you may even prefer to draw up 

your own time management schedule which is better suited to your particular situation.  You 

can also use the electronic schedule on myUnisa or the study plan document in the Study @ 

Unisa brochure to compile a comprehensive plan for all your modules if you prefer. 

 

Please note that this module carries 12 credits which mean that the average student should 

spend 120 hours on mastering the coursework.  You can divide these hours into 40 hours for 

reading the study guide, 40 hours for doing the activities, self-assessment questions and 

assignments and 40 hours for examination preparation.  You will have approximately 12 weeks 

in which to master the work which means that you will have to spend at least 10 hours per 

week working through the material of this module. 
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SEMESTER 1 (2018) 

Study guide Prescribed matter Assignment 
Preparation for the 

examination* 

Week 1  (04–10 February) 

Orientation: 

Read tutorial 

letters, foreword 

and orientation in 

the study guide and 

the introduction to 

topics in the study 

guide. 

Orientation: 

Read the 

introductions 

to the prescribed  

study units 

  

Week 2  (11 – 17 February) 

Study units  

1 and 2 

Read both study units 

and do the activities 

related to the same 

study units in the  

study guide. 

Complete self-

assessment questions 

that relate to both 

study units and assess 

the answers. 

 

Week 3  (18–24 February) 

Study units 3, 4  
and 5 

Read the three study 
units and do the 

activities related to all 
the three study units 
in the study guide. 

Complete self-
assessment questions 
that relate to the three 
study units and assess 

the answers. 

 

Week 4  (25–03 March) 

Study units  

6, 7 and 8 

Read the three study 

units and do the 

activities related to 

the same study units 

in the study guide. 

Start Assignment 01. 

 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 

 

Week 5  (04 –10 March) 

Study units   

9, 10 and 11 

Read the three study 

units and do the 

activities related to 

the same study units 

in the study guide. 

Work on  

Assignment 01. 

 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 
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SEMESTER 1 (2016) 

Study guide Prescribed matter Assignment 
Preparation for the 

examination* 

Week 6  (11–17 March) 

Study units   

9, 10 and 11 

Read the three study 

units and do the 

activities related to 

the same study units 

in the study guide. 

Work on  

Assignment 01. 

 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 

 

Week 7  (18 – 24 March) 

Study units  

12, 13 and 14 

Read the three study 

units and do the 

activities related to 

the three study units 

in the study guide. 

Continue to work on 

Assignment 01. 

 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 

 

Week 8  (25–31 March) 

Study units  

15 and 16 

Read the two study 

units and do the 

activities related to 

the two study units in 

the study guide. 

Complete Assignment 

01 and submit it to 

reach Unisa not later 

than 13 April. 

 

Complete self-

assessment questions 

that relate to the two 

study units and   

assess the answers 

 

Week 9  (01 April–07 April) 

Study units  

17 and 18 

Read the two study 

units and do the 

activities related to 

the two study units in 

the study guide 

 

Complete self-

assessment questions 

that relate to the two 

study units and assess 

the answers 

 

Week 10  (08–14 April) 

  

Revise all your study 

units. You  may begin 

with the first three study 

units 
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SEMESTER 1 (2016) 

Study guide Prescribed matter Assignment 
Preparation for the 

examination* 

Week 11  (15–21 April) 

  

Continue to revise all 

you study units taking 

them three (3) at a 

time). 

 

Week 12  (22 – 28 April) 

   
Study:  study units 

1, 2 and 3 

Week 13  (29–05 May) 

   
Study:  study units 

4, 5 and 6 

Week 14  (06–12 May) 

   
Study:  study units 

7, 8, 9 and 10 

Week 15  (14–19 May) 

   
Study:  study units  

11, 12, 13 and 14 

Week 16  (20 – 26 May) 

   
Study:  study units 

15, 16, 17 and 18 

Weeks 17  (27 – 02 June) 

   

Revise all study units. 

 

Examination* 

 Begins:  2 May  

Ends:  14 June 2018 

*  Examination dates are subject to change, which means that you will have to adapt your 
study plan accordingly if any changes occur. 
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For your convenience, a plan for Semester 2 is also provided below. 

NB:  YOUR WEEK 1 IS WEEK 25 OF 2018 

SEMESTER 2  (2018): COMMENCES FROM WEEK 25  

Study guide Prescribed matter Assignment 
Preparation for the 

examination* 

Week 25  (18–24 July) 

Orientation: 

 

Read tutorial 

letters, foreword 

and orientation in 

the study guide and 

the introduction to 

topics in the study 

guide. 

Orientation: 

 

Read the 

introductions to the 

prescribed study 

units. 

  

Week 26  (22–28 July) 

Study units  

1 and 2 

Read both study units 

and do the activities 

related to the same 

study units in the 

study guide. 

Complete self-

assessment questions 

that relate to both 

study units and assess 

the answers. 

 

Week 27  (29– 04 August) 

Study units  

3, 4 and 5 

Read the three study 

units and do the 

activities related to all 

the three study units 

in the study guide. 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 

 

Week 28  (05 – 11 August) 

Study units 

6, 7 and 8 

Read the three study 

units and do the 

activities related to 

the same study units 

in the study guide. 

Start Assignment 01. 

 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 
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SEMESTER 2  (2016): COMMENCES FROM WEEK 25  

Study guide Prescribed matter Assignment 
Preparation for the 

examination* 

Week 29  (12–18 August) 

Study units 

9, 10 and 11 

Read the three study 

units and do the 

activities related to 

the same study units 

in the study guide. 

Complete Assignment 

01 and submit it to 

reach Unisa no later 

than  

30 August. 

 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 

 

Week 30  (19–25 August) 

Study units  

12, 13 and 14 

Read the three study 

units and do the 

activities related to 

the three study units 

in the study guide. 

 

Complete self-

assessment questions 

that relate to the three 

study units and assess 

the answers. 

 

Week 31  (26–01 September) 

Study units  

15 and 16 

Read the two study 

units and do the 

activities related to 

the two study units in 

the study guide. 

Complete self-

assessment questions 

that relate to the two 

study units and  assess 

the answers 

 

Week 32  02–08 September) 

Study units 

17 and 18 

Read the two study 

units and do the 

activities related to 

the two study units in 

the study guide. 

Complete self-

assessment questions 

that relate to the two 

study units and assess 

the answers. 

 

Week 33  (09–15 September) 

 
  

Study:  study units 

1, 2 and 3.  
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SEMESTER 2  (2016): COMMENCES FROM WEEK 25  

Study guide Prescribed matter Assignment 
Preparation for the 

examination* 

Week 34  (16–22 September) 

 
  

Study:  study units 

1, 2 and 3.  

Week 35  (23–29 September) 

 
  

Study:  study units 

4, 5 and 6. 

Week 36  (30–06 October) 

   
Study:  study units 

7, 8, 9 and 10.  

Week 37  (07–13 October) 

 
  

Study:  study units 

11, 12, 13 and 14.  

Week 38  (14 – 20 October) 

 
  

Study:  study units 

15 and 16. 

Week 39  (21–27 October) 

   
Study:  study units 

17 and 18. 

         Week 40  (28–03 November) 

   Revise all the study units 

   Weeks 41  (04–10 November) 

   

Revise all study units. 

 

The examination* begins 

early on 

18 October and  

Ends on 14 November 

2018. 

*  Examination dates are subject to change, which means that you will have to adapt your 

study plan accordingly if any changes occur. 

 

Refer to the Study @ Unisa brochure for guidance in terms of general time management and 

planning skills. 
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7 MODULE PRACTICAL WORK AND WORK-INTEGRATED 
LEARNING 

 
No practical work or work-integrated learning is required for this module. 

 
 

8. ASSESSMENT 
 
8.1 Objective of assignments 

Unlike residential universities, Unisa does not require students to write tests to gain admission 

to the examination.  Assignments are used for this purpose. 

 

The assignments serve as an important criterion to determine whether you have studied the 

matter in the study guides in a systematic fashion and are able to research certain prescribed 

objectives.  At the same time, you become conversant with the standards applied at the 

university, broaden your knowledge of your subject and gain valuable practice in answering 

questions. 

 

Two (2) assignments are set for this module.  Assignment 01 is compulsory (see 

appendices A and B in this tutorial letter).  It must be submitted on/before the due date to 

the university for assessment and will contribute towards your final mark for this module.  

Assignment 02 is the self-assessment assignments and may not be submitted to the 

university for Assessment (see appendix C).  You may complete it after you have studied 

the relevant sections of the study guide and the recommended books. Try to answer the 

assignment questions without consulting the study materials.  After you have completed the 

self-assessment assignment, assess your answers by using the guidelines provided in 

appendix D. 

 

You have to submit  assignment 01 on or before the due date in order to be admitted to 

the examination.  Assignment 1 for both semesters consist of multiple choice questions. 

There is only one self-assessment assignment for both semesters and it consist of a 

combination of both multiple-choice questions (MCQs) and short discussion questions. The 

purpose of this assignment is to expose students to typical questions that may appear in the 

examination and how to respond to such questions.  

 

Since you are expected to adopt a scientific approach to your assignments, study the 

guidelines for answering assignments and examination questions in appendix B of Tutorial 

Letter HRMALL6/301/4/2018.  Study these guidelines and also pay special attention to the 

key concepts for assignments and examinations, and the guidelines for answering multiple 

choice questions.  Ensure that you meet the administrative requirements in this appendix when 

submitting assignments.  Also take note of the explanation in the Study @ Unisa brochure on 

how to use mark-reading sheets and follow the instructions carefully. 
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8.2 Due dates and unique numbers for assignments 

Specific due dates have been determined for the assignments.  A few weeks after the due 

date of each assignment you will receive a tutorial letter with the answers and guidelines for 

dealing with each assignment.  These guidelines should be studied in preparation for any 

examination questions that may stem from assignment questions. 

 

The assignments for 2018 are given in appendices A, B and C of this tutorial letter.  The due 

date of the various assignments and their unique numbers (where applicable) are reflected 

below:  

 

Assignment 

number 

FIRST SEMESTER SECOND SEMESTER 

Due date 
Unique 

number 
Due date Unique number 

01 13 April 2018 756779 30 August 2018 814423 

02 Self-assessment n/a Self-assessment n/a 

 

Assignments 01 and 02 and their respective unique numbers differ for the two 

semesters.  Please make sure that you provide the correct unique number when 

submitting assignments. 

 

8.3 What to study for the completion of assignments 

For the completion of assignments, you should study mainly the following study units in the 

study guide. 

 

Assignment Semester 1 Semester 2 

Assignment 01 

This assignment is based on the 

following study units:  5, 6, 7, 8, 

9 and10  

This assignment is based on the 

following study units 4, 5, 6, 7, 

8, 9, 10, 12 and 15   

Assignment 02 

(self-assessment) 

This assignment is based on the 

following study units: 5,7, 8, 9, 

10, 11, 12 and 15) 

This assignment is based on the 

following study units: 5,7, 8, 9, 

10, 11, 12 and 15) 

 

  



                   HRM1501/102/3/2018 

 
17 

8.4 Year mark 
 

Your final assessment mark for the module will be a combination of an assignment mark and 

the examination mark. 

 

You earn a year mark by submitting Assignment 01.  The marks obtained for these assignment 

will be combined with your examination mark in order to calculate the final assessment mark 

for this module.  The assignment marks will contribute a maximum of 20% to the final 

assessment mark for the module, while the examination mark will contribute 80%. 

 

Note that only the submission of Assignment 01 on/before the due date is required for 

admission to the examination and it will contribute towards your final mark. You will have to 

obtain a minimum of 50% for the year mark and the examination mark combined for the final 

assessment mark in order to pass the module.  

 

Please take note of the subminimum rule at UNISA that applies to the final assessment mark 

(year mark combined with your examination mark). 

 

Subminimum rule 

Irrespective of the year mark obtained, a subminimum of 40% must be obtained in 

the examination.  In line with the Unisa assessment policy, your year mark will not 

be taken into account if you obtain less than 40% in the examination.  In such an 

event the mark obtained in the examination will be the final mark.  

 

You will therefore not pass a module if your examination mark is less than 
40%. 

 
See Tutorial Letter HRMALL6/301/4/2018 for more information on the calculation of your final 

assessment mark. 

 

The completion of assignments provides an excellent opportunity for you to ensure that the 

work you do during the course of the year contributes towards your final assessment mark.  

You are therefore advised and encouraged to do your assignments (including the self-

assessment assignment that should Not be submitted to UNISA for marking) and obtain a 

good mark in the assignments. 

 

8.5 Assignment enquiries 

Enquiries about the receipt of assignments or assignment marks may be directed to the 

Directorate of Student Assessment Administration (see the Study @ Unisa brochure for 

details).  Assignment information can also be obtained by accessing myUnisa. 

 

Please note that, even if you submit your assignment before the due date, it will be sent to the 

lecturer for assessment only after the due date of the assignment.  No assignments will 

therefore be assessed before the due date. 
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9 EXAMINATIONS 
 

The examination is your opportunity to demonstrate that you have achieved the outcomes of 

this module.  The examination will have a total of 75 marks which will comprise of short 

scenario questions.  You will have five (5) questions from which you must choose only 

three (3) questions. Should you choose more than three questions, only the first three 

questions will be marked.  

 

9.1 Requirements for admission to the examination 

Admission the examination is automatic provided you have submitted Assignment 01 

on or before the due date for the assignment.   No extension for the submission of the 

assignment will be granted. 

 

9.2 Format of the examination paper 

The examination for HRM1501 will comprise NO multiple-choice questions (MCQs). Only 

short-discussion questions will be asked in the examination. You will be asked five (5) 

questions and you will be expected to answer only three (3) questions. Should you answer 

more than three questions, only the first three questions will be marked. The total of the 

examination will be 75 marks and the duration of the paper will be two (2) hours.  

 

Limited copies of old examination papers are placed on myUnisa by the Examination 

Department.  Please note that these examination papers are provided to give you an idea of 

the expected format of your examination and you should not regard it as an indication of 

questions that are likely to appear in the examination you will write.  However, please refer to 

the specific examination guidelines provided in this tutorial letters as the format of examination 

papers may vary from year to year.  No further previous examination papers will be provided, 

nor can we provide you with memoranda for the example papers provided. 

 

Please do not contact your lecturer for copies of previous examination papers or the 

availability of examination papers on myUnisa, as this is a function performed by the 

Examination Department. 

 

9.3 Guidelines on preparing for the examination 

In order to prepare for the examination, you will need to use tutorial letters 201, which provide 

feedback on Assignment 01.Feedback on the self-assessment Assignment 03 s provided in 

Appendix C. 

 

Please refer to the Study @ Unisa brochure and Tutorial Letter HRMALL6/301/4/2018 for 

general examination guidelines and examination preparation guidelines. 

 

 

10. OTHER ASSESSMENT METHODS 
 
There are no other assessment methods for this module. 
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11. FREQUENTLY ASKED QUESTIONS 
 

A number of frequently asked questions and answers appear in appendix C of tutorial letter 

HRMALL6/301/4/2018.  These questions are relevant to all the modules offered by the 

Department of Human Resource Management.  

 

 

12. CONCLUSION 
 

We hope that you will enjoy this module and wish you all of the best. In case you need any 

assistance or clarification regarding the module HRM1501, you are free to contact us.  

 

Ms MD Gura  

Lecturer: HRM1501 

DEPARTMENT OF HUMAN RESOURCE MANAGEMENT 

UNISA 
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APPENDIX A:  FIRST SEMESTER – COMPULSORY ASSIGNMENT 
 

ASSIGNMENT  01 (Semester 1) 

(Study units 5, 6, 7, 8, 9 and 10) 

DUE DATE UNIQUE NUMBER 

13 April 2018 756779  

 

Question 1 

 

Themba and Thembekile have just graduated for the BCom degree (HR) and are now 

looking for employment. Themba prefers to visit organisations to enquire about 

available job openings while Thembekile prefers to enquire from her friends about the 

available jobs at their organisations. Which one of the following recruitment methods 

is used by Themba to look for employment? 

 

1 Employment agencies. 

2 internships. 

3 Walk-in applicants. 

4 Employee referrals. 

 

Question 2  

 

Using the information provided above in question 1, which recruitment method is used 

by Thembekile? 

 

1 Reference checking. 

2 Special events. 

3 Employee referral. 

4 Walk-in applicants. 

 

Question 3 

 

Assuming that both Themba and Thembekile prefer to use technology based methods 

to search for employment. Which one of the following recruitment methods will they be 

using? 

 

1 Virtual job fairs. 

2 Job posting. 

3 Internet recruiting. 

4 both 1 and 3. 
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Question 4 

 

A company known as Siyaduduza CC advertised positions within the HR department 

but only current employees are eligible to apply. Which one of the following refers to 

the recruitment method used by Siyaduduza CC? 

 

1 Employee referral. 

2 Walk-in applicants. 

3 Internal recruitment. 

4 External recruitment. 

 

Question 5  

 

The fact that both Themba and Thembekile have a BCom degree refer to which one of 

the following process? 

 

1 Job description. 

2 Job specification. 

3 Selection. 

4 Recruitment. 

 

Question 6  

 

Which one of the following recruitment methods would be used to recruit job applicants 

country-wide? 

 

1 Internal recruitment. 

2 External recruitment. 

3 Job posting. 

4 Walk-in applicants. 

 

Question 7 

 

Themba and Thembekile were both shortlisted for the interview. During Themba’s 

interview, a list of questions was prepared and most of the questions asked were job 

related while during Thembekile’s interview, the questions asked were mostly probing 

and very subjective. Which one of the following refers to the type of interview during 

Themba’s interview? 

 

1 Behavioural interview. 

2 Situational interview. 

3 Unstructured interview. 

4 Structured interview. 
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Question 8  

 

Using the information provided above in question seven (7), what type of an interview 

was conducted during Thembekile’s interview? 

 

1 Behavioural interview. 

2 Structured interview. 

3 Situational interview. 

4 Unstructured interview. 

 

Question 9  

 

Before Themba and Thembekile could be appointed by Siyaduduza CC, the 

organisation had to conduct a certain process in order to ensure that only job 

applicants with the right skills, abilities, past experience, training and talents are 

attracted to the organisation. Which one of the following is representative of the   

process described in this scenario? 

 

1 Selection. 

2 Recruitment. 

3 Placement. 

4 Orientation. 

 

Question 10 

 

Which process aims at ensuring that the right mix of job applicants is available at some 

future date? 

 

1 Job description. 

2 Selection. 

3 HR planning. 

4 Job analysis. 

 

Question 11  

 

When Themba and Thembekile were selected for employment at Siyaduduza CC, Ingrid 

van Vuuren and Jason Smuts were actually the best performers at the interview, but 

were eventually not chosen. Which one of the following pieces of the South African 

labour legislation were considered to reach the decision to choose Themba and 

Thembekile?  

 

1 SAQA Act 58 OF 1998. 

2 Prevention of Unfair Discrimination Act 4 of 2000. 

3 Basic Conditions of Employment Act 75 of 1997. 

4 Employment Equity  Act 55 of 1998. 
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Question 12  

 

Themba and Thembekile were both employed by Siyaduduza CC as HR practitioners 

but are compensated differently resulting in Thembekile earning more. Which one of 

the following situations is  applicable? 

 

1 Internal equity. 

2 External equity. 

3 Internal inequity. 

4 External inequity. 

 

Question 13  

 

Assuming that the two job applicants mentioned in question 12 above were employed 

at different organisations but earning the same salary. Which one of the following will 

best describe their situation? 

 

1 Internal inequity. 

2 External inequity. 

3 internal equity. 

4 External equity. 

 

Question 14 

 

Themba and Thembekile greeted the panel with a smile and were elegantly dressed for 

the interview. Supposing this was the reason why they were chosen for employment. 

Which one of the following rater errors would have been committed by the panel? 

 

1 Central tendency. 

2 Rater bias. 

3 Recency. 

4 Both 1 and 2.  

 

Question 15 

 

On their first day as employees, Themba and Thembekile were informed of break-

times, lunch hours, knock-off times and where to park their motor vehicles. This is an 

example of … 

 

1 task orientation. 

2 general orientation. 

3 organisational structuring. 

4 performance planning. 
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Question 16  

 

Assuming that Themba and Thembekile were also introduced to their co-workers, 

informed of their job responsibilities and reporting relationships. Which one of the 

following will relate to the given facts? 

 

1 General orientation. 

2 Task orientation. 

3 Job specification. 

4 Both 2 and 3. 

 

Question 17  

 

Which one of the following is NOT an alternative to recruitment? 

 

1 Temporary workers. 

2 Outsourcing. 

3 Employee leasing. 

4 Reappointment of retirees. 

 

Question 18 

 

Assuming that Thembekile was appointed at a higher position than Themba even 

though the two job applicants were equally qualified. Which one of the following 

labour legislations would have been considered to reach such a decision?  

 

1 Skills development Act 97 of 1998. 

2 Labour Relations Act 66 of 1995. 

3 Employment Equity Act 55 of 1998. 

4 Skills Development Levies Act 9 of 1999. 

 

Question 19 

 

In addition to their salary, Themba and Thembekile also receive employee benefits as 

part of their compensation. Employee benefits is an example of … 

 

1 direct compensation. 

2 indirect compensation. 

3 non-financial rewards. 

4 intrinsic rewards. 
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Question 20 

 

In terms of the South African Labour legislation, Siyaduduza is expected to train its 

employees and failure to do so will be in contravention of which one of the following 

pieces of legislation?  

 

1 The Labour Relations Act 66 of 1995 

2 The Skills Development Act 97 of 1998 

3 The Employment Equity Act 55 of 1998 

4 The Skills Development Levies Act 9 of 1999 

 

TOTAL:  20 MARKS 

 

The answers to this assignment will be provided in Tutorial Letter HRM1501/201/1/2018 

which will be posted to you a few weeks after the due date of the assignment.  This 

tutorial letter will also be available on myUnisa. 

 

============================= 
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APPENDIX B:  SECOND SEMESTER – COMPULSORY ASSIGNMENT 
 

ASSIGNMENT  01 (Semester 2) 

(Study units 4, 5, 6, 7, 8, 9, 10, 12 and 15) 

DUE DATE UNIQUE NUMBER 

30 August 2018 814423 

 

PLEASE READ THE PRESCRIBED STUDY UNITS  

BEFORE ATTEMPTING TO DO THIS ASSIGNMENT. 

 

Question 1 

 

Which one of the following refers to the keeping a records about the skills, abilities, 

experience and talents of an organisation’s staff? 

 

1 Job specification.  

2 Hiring requisition.  

3 Job application form.  

4 Skills inventory.  

 

Question 2 

 

Which one of the following refers to a process of investigating tasks, duties and 

responsibilities of a job in organisations? 

 

1 Job specification. 

2 Job description. 

3 Job analysis. 

4 Job evaluation. 

 

Question 3 

 

K2 CC is a computer company. In order to gain a higher market share, K2 CC ensures 

that it has employees with the right skills and abilities for its future labour needs. This 

is an example of…  

 

1 job analysis. 

2 HR planning. 

3 job description. 

4 performance management. 
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Question 4 

 

It is a culture at K2 CC to introduce every new employee to the job responsibilities and 

reporting relationships. This is an example of… 

 

1 general orientation. 

2 task orientation. 

3 induction. 

4 both 2 and 3. 

 

Question 5 

 

Tumelo is one of the employees at K2 CC and his duties include developing HR policies 

and performing recruitment activities.  The specification of his tasks will be included in 

a…  

 

1 job analysis. 

2 job evaluation. 

3 job specification. 

4 job description. 

 

Question 6 

 

In which document will the requirements that all HR specialists should have vast 

experience in HR appear? 
 
1 Job description. 

2 Job specification.  

3 Applicant screening checklist. 

4 Performance appraisal checklist. 

 

Question 7  

 

Tumelo is chosen as the best job applicant for the positions advertised by K2 CC. This 

is an example of … 

 

1 recruitment. 

2 selection. 

3 HR planning. 

4 job posting. 
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Question 8 

 

Although Tumelo was appointed by K2 CC, he was not the best candidate during the 

interview. His advantage was that he is related to Masilo, one of the panel members. 

This is an example of … 

 

1 rater bias. 

2 halo effect. 

3 central tendency. 

4 recency. 

 

Question 9 

 

Making use of a variety of questions which are formulated as the interview progresses 

and which are aimed at determining the applicant’s work experience is an example of a 

… 

 

1 structured interview. 

2 situational interview. 

3 behavioural interview. 

4 unstructured interview. 

 

Question 10 

  

Which one of the following management functions will ensure that people with the right 

skills and abilities are available when needed by K2 CC? 

  

1 General management. 

2 Production management. 

3 Financial management. 

4 Human resource management. 

 

Question 11 

 

In his first year of employment at K2 CC, Tumelo has demonstrated a very strong 

character and leadership skills that he was able to negotiate better salaries and 

employee benefits for other employees. This is an example of… 

  

1 Administrative expert. 

2 Strategic partner. 

3 Employee champion. 

4 Change agent. 
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Question 12 

 

Tumelo has been coming late to work and he is always the last to submit his work even 

though he knew the due date well in advance. Simon, his supervisor informed him that 

the organisation intends to conduct a performance appraisal in the next two months. 

Because a performance appraisal process is linked to a performance bonus, Tumelo 

decides to turn up for work early and to submit quality work well before the due date. If 

this latest work behaviour influences the performance appraisal, which rater error will 

be applicable?  
 

1 Halo effect. 
2 Leniency. 
3 Recency. 
4 Strictness. 
 

Question 13 

 

Tumelo is a people’s person and has organised a group of young male professionals 

at his organisation and they have established a bike club. This is an example of… 

 

1 formal group. 

2 informal group. 

3 friendship group. 

4 Both 2 and 3.  

 

Question 14 

To ensure that sound labour relations is practised at all times at K2 CC, which one of 

the following will serve as a mouthpiece of employees? 

1 The employer. 
2 The employees. 
3 Trade unions.  
4 The state/government. 

  

Question 15 

Which HR activity involves obtaining additional information from previous employers 

for purposes of confirming the information provided by new employees in their CV’s?  

1 Performance appraisal.  

2 HR planning. 

3 Reference checking.  

4 Job evaluation. 
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Question 16 
 

Which one of the following enables HR practitioners to rank jobs and subsequently 

determine pay levels? 
 

1 Selection. 

2 Recruitment. 

3 Job analysis. 

4 Compensable factors. 

 

Question 17 

 

In order for K2 CC to retain good employees, it is important to know what other 

organisations pay for positions similar to the ones they are occupying.  Which one of 

the following sources will provide this information? 

  

1 Job grading.  

2 Job evaluation. 

3 Pay surveys. 

4 Pay structures.  

 

Question 18 

 

Which one of the following statements is NOT true regarding compensation? 

  

1 An organisation's compensation system includes financial and non-financial rewards. 

2 Compensation refers to monetary payment of employees only. 

3 Benefits such as medical aid and group life assurance forms part of compensation. 

4 Rewards such as a personal secretary or a special parking bay forms part of 

compensation. 

 

Question 19 

 

Job applicants from different cultural backgrounds, ethnicity and gender applied for 

positions advertised by K2 CC. Which one of the following refers to the composition of 

the job applicants as described in the scenario? 

 

1 Primary dimensions. 

2 Secondary dimensions. 

3 Workforce diversity. 

4 Both 1 and 2. 
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Question 20 

 

During which stage of the interview is the applicant afforded the opportunity to ask 

questions? 

  

1 Opening an interview. 

2 Preparing for the interview. 

3 Closing the interview. 

4 Conducting the interview. 

 

  TOTAL:  20 MARKS 

 

The answers to this assignment will be provided in Tutorial Letter HRM1501/201/2/2018, 

which will be posted to you a few weeks after the due date of the assignment.  This 

tutorial letter will also be available on myUnisa. 

 

============================= 
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APPENDIX C:  SELF-ASSESSMENT ASSIGNMENT 02 

 

ASSIGNMENT  02 

(Applicable to FIRST and SECOND SEMESTERS) 

(Study units 5,7, 8, 9, 10, 11, 12 and 15) 

DUE DATE UNIQUE NUMBER 

N/A  

This assignment should be completed in  

your own time and should NOT be 

submitted to the University. 

N/A 

 

LEARNING OUTCOMES 

After you have completed this assignment, you should be able to 

 understand the role of HR planning 

 discuss the purpose of job analysis 

 discuss workforce diversity and its impact on HR planning 

 define selection 

 discuss the selection process 

 discuss the role and importance of the selection interview 

 explain which types of questions are usually asked during an interview 

 outline the legal issues pertaining to the selection of job applicants 

 develop and conduct a reference check 

 state the requirements of a job offer 

 define performance management 

 identify the purpose of performance evaluation 

 discuss the basic components of a performance management system 

 provide guidelines for giving employees feedback on their performance  

 state the criteria for an effective performance management system 

 identify the mistakes most commonly made by evaluators and how to avoid  

these mistakes 

 explain the importance of compensation management 

 discuss the role of job evaluation in compensation management 

 discuss the role of job evaluation in compensation management 

 describe the various components of a compensation model 

 discuss the role of employee benefits 

 distinguish between the various types of incentive programmes 
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 state the reasons that employers provide employee benefits 

 explain the meaning of flexible benefits and indicate how organisations can put 

them to good use in retaining employees 

 understand what is meant by health and safety 

 explain the importance of health and safety measures to organisations 

 identify the responsibility of managers and employees regarding health and 

safety 

 describe the regulatory framework for workplace health and safety 

 demonstrate a basic understanding of the nature of the field of study of labour 

relations, showing how it is evolving into labour relations and clarifying and 

differentiating between relevant concepts 

 explain the multidimensional nature of contemporary labour relationships and 

describe other types of work relationships 

 describe how the key ingredients of labour relations make this field dynamic 

 explain why labour relations is both a multidisciplinary and an interdisciplinary 

field of study 

 identify the role players and stakeholders in labour relations 

 indicate how biographical characteristics can influence organisational 

performance regarding productivity, absenteeism, turnover, adaptability and 

development 

 Explain what a group is 

 Explain why people join groups 

 Discuss the influence of groups on job performance 
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Ubuntu (Pty) Ltd. 

 

Lucy works at Ubuntu (Pty) Ltd as an HR practitioner. The organisation is medium-sized, 

and it provides cleaning services to a number of local shops and offices. As an HR 

practitioner, she reports to Jamwell, the HR director with a BCom Hons degree from the 

University of South Africa (UNISA). Over a number of years, the organisation had 

positioned itself as a ‘”Proudly South African” undertaking, but would now like to expand 

its wings and render services to overseas market.  Currently, the organisation comprises 

local employees who have been sourced from the nearby communities. Diversity is key 

to Ubuntu and the current staff component represents the South African rainbow nation. 

In order for Ubuntu to win in pursuing its strategic plan of operating globally, it has to 

keep abreast of local technology. More attention has to be given to international 

recruitments, also taking into account, the South African employment equity 

requirements. Once the best job applicants have been selected, Ubuntu should embark 

on a training strategy. This will also mean that compliance with the South African labour 

legislation regarding training and development should be taken care off.  You are a 

member of a recruitment firm and your organisation has been contracted to find suitable 

job candidates for Ubuntu (Pty) Ltd. One of the most critical instructions that your 

organisation has received from Ubuntu is that at least the HR function, marketing and 

production functions should be represented in its organisational structure. 

 

Question 1 

1.1 Which one of the following refers to a document which provides details about 
the vacancy and specifies the requirements the employee should meet? 
  
2 A skills inventory. 
3 A hiring requisition. 
4 A job description. 
5 A recruitment document. 

 

1.2 Which one of the following does not form part of the selection process? 

 

1 Preliminary interview. 
2 The selection decision. 
3 Employment tests. 
4 Performance standards. 
 

1.3 Thando, a young black female who is a paraplegic and in possession of a BCom 

degree, was among the candidates who applied for the advertised positions. She 

specialised in marketing management. If the interviewing panel decides to 

appoint her although Tom, a white man with a Master's degree in Marketing 

Management, outclassed Thando during the interview, with which one of the 

following Acts of government will the panel be compliant? 
 

1 The Skills Development Act 97 of 1998. 
2 The Occupational Health and Safety Act 85 of 1993. 
3 The Labour Relations Act 66 of 1995. 
4 The Employment Equity Act 55 of 1998. 
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1.4 Jacob, one of the applicants, was smartly dressed at the interview and he 

expressed himself very well, although he could not answer most of the 

questions. The panel consisted of inexperienced HR staff who decided to rate 

him very high even though most of the other candidates performed better than 

he did. Which one of the following is an example of the scenario given? 

 

1 central tendency. 
2 Leniency. 
3 halo effect. 
4 both 2 and 3. 

 

1.5 Assume that Jane and Julia are both appointed as sales representatives, both 

with five years’ experience. Upon receiving their appointment letters, Jane 

realised that her salary is less than that of Julia. Which one of the following refers 

to the scenario given? 

 

1 External equity. 
2 External inequity. 
3 Internal equity. 
4 Internal inequity. 

 

1.6 Because Ms Msibi is the marketing manager at Ubuntu (PTY) Ltd, she has been 

allocated a PA. This is an example of which one of the following? 
 

1 Direct compensation. 

2 Indirect compensation. 

3 Non-financial reward. 

4 Intrinsic reward. 

 

1.7 Which one of the following does NOT serve as a guideline to be followed during 

interviews in order to prevent unfair advancement? 
 

1 Questions should be related to the job requirements. 
2 The purpose of the interview should not be clarified. 
3 Questions related to the employees’ personal characteristics such age, marital  
            status, gender, disability and religion should be avoided. 
4 The atmosphere in the interview should be free from intimidatio. 

 
1.8 Assuming that Jane and Julia although they had five (5) years’ experience, they 

were unable to carry out tasks as expected by their supervisor. They were then 

taken for training which revealed that Jane could do the job better than Julia 

even though they were exposed to the same training. Which one of the following 

refers to Jane’s situation? 

 

1 Learning. 
2 Reaction. 

3 Behaviour. 
4 both 1 and 3. 
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1.9 Which one of the following does NOT form part of the biographical variables 

likely to influence individual behaviour at Ubuntu (Pty) Ltd? 
 

1 Age. 
2 Gender. 
3 Marital status. 
4 Diversity. 

 

1.10 Which one of the following refers to a process of determining the value of each 

job in relation to other jobs in the organisation? 
 

1 Job grading. 
2 Job analysis. 
3 Job evaluation. 
4 Job description. 

 

Question 2 

 

2.1 Before advertising the vacant positions to ensure that people with the right skills and 

abilities see and apply for the positions, the HR director at Ubuntu (Pty) Ltd must 

ensure that both the job description and the job analysis are in place. Distinguish 

between these two processes. (4) 

 

2.2 Both the job description and the job analysis originate from another process. Identify 

and define this process. (3) 

 

2.3 The Department of Labour has provided several guidelines that organisations, 

including Ubuntu (Pty) Ltd should follow to ensure that all people have the same 

opportunities and are treated fairly. Mention ten such guidelines.  (10) 

 

2.4 An interview is a standard method used by organisations to select the best candidates 

for the available positions. Define the concept "interview" and state only three purposes 

of interviews.  (4) 

 

2.4 Identify the four stages of which all interviews must comprise. (4) 
  

 [25] 

 

Question 3 

 

3.1 Supposing that employment tests will be used to select the best candidates for the 

advertised positions, identify three reasons that make assessment tests not the best 

tools to select candidates for employment. (3) 

 

3.2 Use a diagram to illustrate a typical organisation structure indicating all the positions 

that Ubuntu (Pty) Ltd will comprise of after restructuring. (7) 

 

3.3 Identify and discuss all the steps that strategic partners should take in order to be 

successful. (10) 
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3.4 Both the employer and his employees have the responsibility to ensure their own 

health and safety at organisations. Identify only five duties to be performed by the 

employer, Ubuntu (Pty) Ltd, to ensure that his organisation is free of accidents and 

health hazards as required by the Occupational Health and Safety Act 85 of 1993 (sec 

14). (5) 

 

  [25] 

 

 

The answers to this assignment are provided in appendix D of this tutorial 

letter.  Please attempt these assignments first before looking at the 

answers. 
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APPENDIX D:  COMMENTS ON SELF-ASSESSMENT ASSIGNMENT 

03 

 

APPLICABLE TO FIRST AND SECOND SEMESTERS 

 

 
Have you attempted first to answer these questions before looking at 

the answers? 

 

Self-assessment means that you need to answer the questions and 

then assess your answers in terms of the guidelines provided.  

 

Do not read the answers if you have not yet attempted to answer the 

questions yourself. 

 

Ubuntu (Pty) Ltd. 

 

Lucy works at Ubuntu (Pty) Ltd as an HR practitioner. The organisation is medium-sized, 

and it provides cleaning services to a number of local shops and offices. As an HR 

practitioner, she reports to Jamwell, the HR director with a BCom Hons degree from the 

University of South Africa (UNISA). Over a number of years, the organisation had 

positioned itself as a ‘”Proudly South African” undertaking, but would now like to expand 

its wings and render services to overseas market.  Currently, the organisation comprises 

local employees who have been sourced from the nearby communities. Diversity is key 

to Ubuntu and the current staff component represents the South African rainbow nation. 

In order for Ubuntu to win in pursuing its strategic plan of operating globally, it has to 

keep abreast of local technology. More attention has to be given to international 

recruitments, also taking into account, the South African employment equity 

requirements. Once the best job applicants have been selected, Ubuntu should embark 

on a training strategy. This will also mean that compliance with the South African labour 

legislation regarding training and development should be taken care off.  You are a 

member of a recruitment firm and your organisation has been contracted to find suitable 

job candidates for Ubuntu (Pty) Ltd. One of the most critical instructions that your 

organisation has received from Ubuntu is that at least the HR function, marketing and 

production functions should be represented in its organisational structure. 

 

Question 1 

 

1.1 Which one of the following refers to a document which provides details about 

the vacancy and specifies the requirements the employee should meet? 

 

1 A skills inventory. 

2 A hiring requisition. 

3 A job description. 

4 A recruitment document. 
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Option 2 is correct.  Study sections 5.2, 5.3.1 and 6.3 on pages 56, 63 and 71 in the study 

guide. 

 

The tasks, responsibilities and working conditions of the job, as well as the skills, abilities, 

qualifications and other personal characteristics required to do the job, should appear in a 

hiring requisition. Organisations can only make use of a hiring requisition to provide details 

about the vacancy and specify the requirements the job applicant needs to meet. This will 

enable the HRM department to recruit only suitable candidates (Boonzaaier, Conradie & 

Hamman 2008). The remaining other options are not correct because, one, a skills inventory 

is usually referred to as a computerised list of employees with details of their skills, training, 

career plans and educational background. It can therefore be compared to a stocktaking list 

in a retail business.  Two, the outcome of a job analysis is a job description and a job 

specification.  A job description describes the job in terms of the tasks, duties, responsibilities 

and working conditions associated with it.  A job specification specifies the minimum 

requirements incumbents have to meet to be able to do the job. There is no such thing as a 

recruitment document.  

 

1.2  Which one of the following does not form part of the selection process? 

 

1 Preliminary interview. 

2 The selection decision. 

3 Employment tests. 

4 Performance standards. 

 

Option 4 is correct.  See study unit 7, section 9.4, on page 113. 

 

Performance evaluation is a process according to which the performance of the employee is 

evaluated by comparing it to the set standards of performance. For every employer to 

conclude that an employee is underperforming there has to be a standard against which his 

performance is measured. The selection process comprises a number of steps and a 

performance standard does not form part of those steps. The following are a number of steps 

every job applicant will go through depending on the nature, size and policies of the 

organisation: preliminary interview, the employment application, the interview, reference 

checking, employment tests, the selection decision and the job offer. The job offer is the last 

stage where the successful job applicant has been selected and is given a job offer which he 

or she must sign to validate the employment contract. 

 

1.3 Thando, a young black female who is a paraplegic and in possession of a BCom 

degree, was among the candidates who applied for the advertised positions. She 

specialised in marketing management. If the interviewing panel decides to 

appoint her, although Tom, a white man with a Master's degree in Marketing 

Management, outclassed Thando during the interview, with which one of the 

following Acts of government will the panel be compliant. 

 

1 Skills Development Act 97 of 1998. 

2 Occupational Health and Safety Act 85 of 1993. 

3 Labour Relations Act 66 of 1995. 

4 Employment Equity Act 55 0f 1998. 
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Option 4 is correct.  See study unit 7, section 7.3.3, on page 91. 

 

The labour law profoundly affected the way in which organisations deal with current and 

prospective employees. In terms of the Employment Equity Act 55 of 1998, equity must be 

promoted at the workplace by providing equal opportunity and fair treatment in employment. 

This should be done by eliminating unfair discrimination and implementing affirmative action 

measures to redress the imbalances in employment experienced by designated groups, in 

order to ensure their equitable representation in all occupational categories and at all levels at 

the workplace. Two Acts of government, namely, the Skills Development Act 97 of 1998 and 

the Skills Development Levies Act 9 of 1999, play an important role in management of training 

in organisations. Organisations are compelled by law to use the workplace as an active 

learning environment and to give employees the opportunity to acquire new skills. As a result, 

employers have no excuse for not training their employees. The Occupational Health and 

Safety Act 85 of 1993, as amended by Act 181 of 1993, regulates health and safety at the 

workplace. The Act requires the employer to maintain a working environment that is safe for 

and without risk to the health and safety of workers or employees. The purpose of the Labour 

Relations Act 66 of 1995 is to advance economic development, social justice, labour peace 

and democratisation of the workplace by fulfilling the primary objectives of the Act.  

 

1.4 Jacob, one of the applicants, was smartly dressed at the interview and he 

expressed himself very well, although he could not answer most of the 

questions. The panel consisted of inexperienced HR staff who decided to rate 

him very high even though most of the other candidates performed better than 

he did. Which one of the following is an example of the scenario given? 

 

1 central tendency. 

2 leniency. 

3 halo effect. 

4 both 2 and 3. 

 

Option 4 is correct.  See study unit 9, section 9.7, on page 118. 

 

Central tendency is a common error that occurs when employees are incorrectly rated as 

average or at the middle of a scale.  This happens when supervisors find it difficult to rate 

some employees higher or lower than other employees, even though their performance 

reflects a real difference. Leniency occurs when the rater gives a high performance appraisal 

rating to an undeserving employee. This is common among inexperienced or poor supervisors 

who decide that the easiest way to appraise performance is simply by giving everyone a high 

score. The opposite of leniency is strictness when supervisors are unduly critical of an 

employee’s work performance and consistently award low ratings even though some 

employees may have achieved an average or above-average performance level. The halo 

effect refers to rating a person high on all items because of good performance in one area. A 

negative halo or "devil's horn" effect also exists and it occurs when the supervisor allows one 

instance of negative behaviour to cloud his or her objectivity in all other ratings.  
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1.5 Assume that Jane and Julia are both appointed as sales representatives, both 

with five years’ experience. Upon receiving their letters of appointment, Jane 

realised that her salary is less than that of Julia. Which one of the following refers 

to the scenario given? 

 

1 external equity. 

2 external inequity. 

3 internal equity. 

4 internal inequity. 

 

Option 4 is correct.  See study unit 10, section 10.3, on page 125. 

 

Equity is a concept used to refer to a situation in which things are in balance; inequity is the 

opposite of equity and it refers to a lack of balance. In the work situation, employees will be 

happy if they are compensated equally for doing similar jobs. Internal inequity occurs when 

employees who work for the same organisation, doing the same job and (at certain instances) 

having the same years of experience and qualifications, are compensated differently. The 

employee who benefits will be happy with the situation although he or she might be aware that 

the situation is not normal. Internal equity takes place when employees working for the same 

organisation, doing the same job, are compensated equally. The opposite of internal equity is 

external equity. With external equity, employees who work at different organisations, doing 

the same job, are compensated equally; external inequity occurs when employees working at 

different organisations, doing the same job, are compensated differently. 

 

1.6 Because Ms Msibi is the marketing manager at Ubuntu (Pty)Ltd, she has been 

allocated a PA. This is an example of which one of the following? 

 

1 Direct compensation. 

2 Indirect compensation. 

3 Non-financial rewards. 

4 Intrinsic reward. 

 

Option 3 is correct.  See study unit 10, section 10.2, on page 123. 

 

Compensation is at the centre of any employment relationship. Compensation is the actual 

reason that people approach organisations to offer their services in exchange for 

compensation, for example, salaries and wages and other employee benefits. Grobler et al 

(2006) refer to compensation as a system consisting of intrinsic and extrinsic rewards. 

Extrinsic rewards include a salary and benefits while intrinsic rewards include achieving 

personal goals, having autonomy, receiving recognition and enjoying more challenging job 

opportunities. Herzberg (1954) refers to intrinsic rewards as motivators because their function 

is to motivate employees to become more productive. Non-financial rewards reward 

employees in non-financial ways for their contribution towards the organisation. These types 

of rewards may include an impressive title, a personal secretary or a special parking bay. 

Direct compensation refers to the direct payment of employees for services rendered and 

includes a basic salary, overtime payment, commission, bonus and other incentive payments. 

Direct compensation can be related more closely to extrinsic rewards. Indirect compensation 
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refers to indirect payments in the form of benefits and includes retirement, medical aid, group 

life assurance, a housing subsidy and various other allowances.  

1.7 Which one of the following does NOT serve as a guideline to be followed during 

interviews in order to prevent unfair advancement? 

 

1 Questions should be related to the job requirements. 

2 The purpose of the interview should not be clarified. 

3 Questions related to the employees’ personal characteristics such as ethnicity,  

            age, marital  status, gender, disability and religion should be avoided. 

4 the atmosphere in the interview should be free from intimidation. 

 

Option 3 is correct.  See study unit 7, section 7.3.3 on page 90 -92 of the study guide. 

 

An interview is a face-to-face meeting between the job applicant and members of the interview 

committee. The most direct legal intervention in the recruitment and selection process is in the 

area of discrimination. Discrimination can take many forms and may include discrimination 

regarding gender, ethnicity, age, educational and income level, marital status, religion, sexual 

orientation, disability, etc. Discriminating among people is contrary to the Constitution of the 

Republic of the South Africa, 1996. The Employment Equity Act 55 of 1998 provides for equity 

in the workplace by promoting equal opportunity and fair treatment in employment by 

eliminating unfair discrimination and implementing affirmative action measures to redress the 

imbalances in employment experienced by designated groups. The intention is thus to ensure 

equitable representation of all groups in all occupational categories and levels in the 

workplace. Boonzaaier (200) has identified a number of guidelines to be followed during 

interviews in order to prevent unfair advancement or discrimination – options 1, 2 and 4 form 

part of those guidelines.  

 

1.8 Assuming that Jane and Julia although they had five (5) years’ experience, they 

were unable to carry out tasks as expected by their supervisor. They were then 

taken for training which revealed that Jane could do the job better than Julia 

even though they were exposed to the same training. Which one of the following 

refers to Jane’s situation? 

 

1 Learning. 

2 Reaction. 

3 Behaviour. 

4 both 1 and 3. 

 

Option 4 is correct.  See study unit 8, section 8.4, on page 118 in the study guide. 

 

Learning is the second step in the evaluation process.  It aims at examining the extent to 

which learners have acquired new skills, knowledge, abilities, attitudes and aptitudes. 

Behaviour or transfer is the stage at which the effectiveness of training in relation to skills 

acquired is tested, that is, the extent to which employees can apply newly acquired skills in 

performing their jobs. Reaction is about measuring learner perceptions about whether they 
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enjoyed the training and how relevant was it to their current work. Should evaluation be done 

at this level, retraining will be possible because gaps will be identified. 

 

1.9 Which one of the following does NOT form part of the biographical variables 

likely to influence individual behaviour at Ubuntu (Pty) Ltd? 

 

1 Age. 

2 Gender. 

3 Marital status. 

4 Diversity. 

 

Option 4 is correct.  See study unit 5, section 5.4, on page 65. 

 

The acknowledgement of people as a group because they have common characteristics, for 

example, ethnicity, gender, culture, etc, is known as the diversity of the workforce. These 

common characteristics may be subdivided into primary and secondary dimensions. The 

primary dimensions refer to the innate differences between people. Examples of primary 

differences include ethnicity, age, gender and physical abilities. Secondary dimensions are 

more variable in nature and may be adapted, eliminated or changed in a person’s lifetime. 

Secondary dimensions add individuality to a person’s life and include education, income, 

marital status, religion, work experience, geographical location and parental status. 

 

1.10 Which one of the following refers to a process of determining the value of each 

job in relation to other jobs in the organisation? 

 

1 Job grading. 

2 Job analysis. 

3 Job evaluation. 

4 Job description. 

 

Option 3 is correct.  See study unit 10, section 10.4, on page 126. 

 

Job evaluation is a systematic process of determining the value of each job in relation to 

other jobs in the organisation. Job grading is a method of establishing a job hierarchy by way 

of comparison of job content. Jobs are categorised in terms of compensable factors obtained 

from the job analysis, for example, skills required, job responsibilities, effort, working 

conditions and work experience. These compensable factors enable the HR practitioner to 

rank jobs and subsequently determine pay levels.  Job analysis is a process carried out with 

the aim of investigating the level of decision making by employees in a job category, the skills 

employees need to do the job, the autonomy of each job and the mental effort required to 

perform the job. The outcome of a job analysis is a job description. A job description defines 

the job in terms of the tasks, duties, responsibilities and working conditions associated with it.  
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Question 2 

Use the above case study to answer the following questions. 

 

2.1 Before advertising the vacant positions to ensure that people with the right 

skills and abilities see and apply for the positions, the HR director at Ubuntu 

(Pty) Ltd must ensure that both the job description and the job analysis are in 

place. Distinguish between these two processes.           (4) 

 

A job description defines the job in terms of its tasks, duties and responsibilities and the 

working conditions of the employee. A good job description should comprise the following: 

 

 the position title 

 main objectives of the position 

 reporting relationships 

 level of education, experience and special training, etc, required for the position 

 job-related activities 

 personal requirements such as level of self-motivation, initiative and perseverance 
 

2.2 Both the job description and the job analysis originate from another process. 

Identify and define this process. (3) 

 

An analysis of a workplace is done using a job analysis. A job analysis is a systematic process 

of investigating the tasks, duties and responsibilities of the jobs in an organisation. This 

process involves investigating the level of decision making by employees in a job category, 

the skills employees need to do the job, the autonomy of the job and the mental effort required 

to perform each job. The equipment used and other working conditions must also be included 

in a job analysis. The result of a job analysis is a job description and a job specification. 

 

2.3 The Department of Labour has provided several guidelines that organisations, 

including Ubuntu (Pty) Ltd, should follow to ensure that all people have the 

same opportunities and are treated fairly. Mention ten such guidelines.  (10) 

 

 Recruitment 

 Appointment of previously disadvantaged groups 

 Training of employees from previously disadvantaged groups 

 Promoting employees from previously disadvantaged groups 

 Retraining employees from previously disadvantaged groups 

 Accommodating people from previously disadvantaged groups 

 Equal pay and benefits 

 HR planning 

 Joint decision making, consultation and transparency 

 Organisational procedures 
 

2.4 An interview is a standard method used by organisations to select the best 

candidates for the available positions. Define the concept "interview" and state 

only three purposes of interviews.   (4) 

 

An interview is a face-to-face meeting between the job applicant and members of the interview 

committee commonly known as the panel. An interview gives the panel an opportunity to know 
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more about the job applicant, that is, his/her background, experience and interests. It also 

gives the job applicant an opportunity to get to know more about the organisation and its 

expectations. 

 

The purpose of the interview is to determine the following three main things: 

 

 Does the applicant have the ability to perform the job? 

 Is the applicant motivated to be successful? 

 Does the applicant match the needs of the organisation? 
 

2.5 Identify the four stages of which all interviews must comprise. (4) 

 

Most of the interviews will comprise of the following four stages: 

 

 Opening the interview. 

 Gathering information. 

 Providing information. 

 Closing the interview. 
  [25] 

Question 3 

Use the above case study to answer the following questions. 

 

3.1 Supposing that employment tests will be used to select the best candidates for 

the positions advertised, identify three reasons that make assessment tests 

not the best tools to select candidates for employment. (3) 

 

In terms of the Employment Equity Act (EEA) 55 of 1997, assessment of an employee is 

prohibited unless the test or assessment being used: 

 

 has been scientifically shown to be valid and reliable 

 can be applied fairly to all employees 

 is not biased against any employee or group 
 

3.2 Use a diagram to illustrate a typical organisation structure indicating all the 

positions that Ubuntu (Pty) Ltd will comprise of after restructuring. (7) 
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3.3 Identify and discuss all the steps that strategic partners should take in order to be 

successful. (10) 

 

According to Ulrich et al (2008), being a strategic partner is not enough. The HR specialist has 

to become a strategic player. Players normally score points, and the same applies to HR 

specialists who will have to make things happen. In order to become a strategic partner, the 

following steps have to be taken: 

 

 Turn strategic statements into a set of organisational goals: Strategic goals are a 
road map indicating what objectives the organisation strives to achieve. Top 
management must ensure that organisational strategies are formulated keeping the 
mission and vision of the organisation in mind to ensure that future organisational goals 
to be achieved are in line with this vision and mission. 
 

 Create a balanced scorecard: A balanced scorecard serves multiple stakeholders, 
for example, investors, customers, employees, etc. HRM professionals need to apply 
the balanced scorecard in two ways: (a) They need to be equally accountable for all 
dimensions of the balanced scorecard, not just for the employee dimension. (b) The 
employee dimension of the balanced scorecard should be defined not only in terms of 
employee attitudes, but also in terms of organisational processes. These 
organisational processes affect employee attitudes, for example, teamwork, 
empowerment, communication, etc. By measuring these processes as well as 
employee attitudes, HRM professionals fully define employee stakeholder dimensions 
of the balance scorecard. 

 
 When HR planning is done as an afterthought to the organisational planning process, 

top management and line managers must consider HR issues as an appendix to "real" 
planning efforts. In that way, the HR plan shapes HRM rather than the organisation’s 
priorities. The challenge to HR managers is to integrate HRM practices into the 
organisation’s strategy by working with line managers to identify HRM practices that 
will allow the organisation to implement its strategy. 
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 Avoid quick-fix solutions: HRM professionals must avoid inappropriate quick-fix 
benchmarking and popular solutions simply to solve an immediate problem. This is 
mentioned because not all solutions will be appropriate in all problem situations. HR 
professionals need to go the extra mile to ensure that the solutions they arrive at are 
relevant to the problems at hand. 

 

 Create a capability focus within the organisation: Capabilities are those processes 
and practices in an organisation that allow the organisation to add value to customers. 
The focus on capabilities shows how strategies can be put into practice and become 
the bridge between strategy and action. Without the necessary capabilities, the 
organisation will not be able to execute its strategy.  

 

3.4 Both the employer and his employees have the responsibility to ensure their own health 

and safety at organisations. Identify only five duties to be performed by the employer, 

Ubuntu (Pty) Ltd, to ensure that his organisation is free of accidents and health hazards 

as required by the Occupational Health and Safety Act 85 of 1993 (sec 14). (5) 

 

 Identify potential hazards. 

 Take precautionary measures. 

 Provide information, instruction and training about and supervision of safety in 
the workplace. 

 Prevent employees from continuing with tasks having a safety or health risk. 

 Enforce control measures. 

 See to it that work is done and equipment is used under supervision of a worker 
who understands the hazards associated with the work. 

  [25] 
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