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Dear Student 

 

1 INTRODUCTION 

 

 

The purpose of this tutorial letter is to provide you with feedback on Assignment 01. 

 

 

2 FEEDBACK ON ASSIGNMENT 01 (FIRST SEMESTER) 
 

In this section, the correct answer to each question in Assignment 01 is provided together with an 

indication of the relevant section to be studied in the study guide and a brief discussion of the answer.  

 

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 

 

Option 3 is correct.  Study section 6.4.2 on page76 in the study guide. 

 

Walk-in applicants are job seekers who personally visit organisations in order to enquire about vacant 

positions. An employee referral takes place when an employer requests his or her current employees 

to find suitable job applicants on his behalf from among their friends and associates. Some 

organisations even invite students who are in their second or third year of study to serve an internship 

with the organisation. Employment agencies are HR organisations that often look for suitable job 

candidates on behalf of other organisations who cannot perform this service on their own. Candidates 

source through Employment agencies are often high-profile job candidates sourced for senior positions. 
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2. Using the information provided in question 1, which recruitment method is used by 

Thembekile? 

 

1 Reference checking 

2 Special events 

3 Employee referral 

4. Walk-in applicants 

 

Option 3 is correct.  Study section 6.4.2 on page76 in the study guide. 

 

Employee referral is one of the external methods of recruitment.  It is used when an organisation relies 

or makes use of current employees to find suitable candidates to apply for vacancies with the 

organisation. Walk-in applicants are job seekers who personally visit organisations in order to enquire 

about vacant positions. Holding special events is an effort by an employer to attract a large 

number of job applicants for interviews. These special job fairs or events are designed to bring 

together job applicants and recruiting organisations and to offer them the potential for a much 

lower cost per hire than traditional approaches. Reference checking involves consulting with 

the referees provided by the job applicant. The purpose of checking references is to obtain 

additional information and to verify information. There are three methods of checking 

references: (1) personal visits, (2) by mail, and (3) by telephone.  

 

3.  Assuming that both Themba and Thembekile prefer to use technologically 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 

 

Option 4 is correct.  Study section 6.4.2 and 6.5.1 on pages 76 and 80 respectively in the study guide. 

 

A virtual job fair is an online recruitment method according to which applicants meet recruiters face to 

face in interviews conducted over special computers that transmit head-and-shoulder images of both 

parties. It operates along the same lines as teleconferencing. The advantage of this method is that 

neither party needs to travel long distances. With internet recruiting, a web page is created at a lower 

cost and job postings on web pages are easy to update. Internet recruiting makes it possible for 

organisations to attract job applicants they would not be able to attract. Much more information about the 

organisation is provided on the web. Job posting refers to a recruitment method that makes use of 

bulletin boards, computer e-mail based systems and telephone voice-mail based systems to advertise 

vacancies.  
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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 

 

Option 3 is correct.  Study section 6.4.1 on page 76 in the study guide. 

 

With internal recruitment, only current employees may apply for the advertised positions. Employee 
referral is one of the external methods of recruitment.  It is used when an organisation relies or makes 
use of current employees to find suitable candidates to apply for vacancies with the organisation. Walk-
ins take place when job seekers personally visit organisations in order to enquire about vacant positions. 
External recruitment refers to the filling of positions by recruiting job applicants from outside the 
organization. The most common methods of external recruitment are: advertising, employment agencies, 
educational institutions, special events, internships, et cetera. 
 

5. The fact that both Themba and Thembekile have a BCom degree refers to which one of 

the following processes? 

 

1 Job description 

2 Job specification 

3 Selection 

4 Recruitment 

 

Option 2 is correct.  Study sections 5.3.2 on page 64 in the study guide. 

 

A job specification is used to specify the minimum requirements the incumbents must meet to be able 

to do the job.  This will include a person’s qualifications, knowledge, skills, abilities and experience.  The 

result of a job analysis is a job description.  A job description describes the job in terms of the tasks, 

duties, responsibilities and working conditions of the job. A job description should include the following 

information:  position title, main objectives of the position, reporting relationships, educational level,    

job-related activities and personal requirements.  Recruitment is a process of attracting individuals on a 

timely basis, in sufficient numbers and with appropriate qualifications, skills, abilities, talents, experience, 

etc. and encouraging them to apply for jobs in an organisation.  A successful recruitment effort should 

provide the organisation with a large pool of top-quality applicants from whom it can select the most 

suitable employees. The selection and appointment of employees play a prominent role in the aim of 

HRM to establish an optimal fit between an organisation and its employees.  However, it is not always a 

simple task to identify the most suitable applicant – hence the need to use a well-structured procedure to 

select employees.  Selection is therefore about selecting and appointing the most suitable applicant for 

a specific position (Boonzaaier et al, 2008). 
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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 

 

Option 2 is correct.  Study section 6.4.2 on page 76 in the study guide. 

 

External recruitment refers to the filling of positions by recruiting job applicants from outside the 

organization. The most common methods of external recruitment are advertising, employment agencies, 

educational institutions, special events, internships, et cetera. Internal recruitment on the other hand 

refers to filling available employment positions with current organizational employees by means of 

transfers or promotions. The most common method for internal recruitment is job posting. Job posting 

refers to a recruitment method that makes use of bulletin boards, computer e-mail based systems and 

telephone voice-mail based systems to advertise vacancies. Walk-in applicants are job seekers who 

personally visit organisations in order to enquire about vacant positions.  

 

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

           interview, a list of questions were 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 during Themba’s  

           interview? 

 

1 Behavioural interview 

2 Situational interview 

3 Unstructured interview 

4 Structured interview 

 

Option 4 is correct.  Study section 7.3.3 on page 90 in the study guide. 

 

Structured interview often take the form of a well prepared list of questions which are often job related 

and very objective. Unstructured interviews do not often follow a particular pattern. Although there 

would be some preparation of the questions here and there, questions are not asked in a specific order 

and any interview may ask any question which is not necessarily on the list of questions. This type of 

interview is often subjective. A behavioural interview is the type of an interview whereby the job 

applicant is asked to describe his or her past behaviour in order to determine whether he or she is a 

suitable candidate for the advertised position. A situational interview on the other hand is an interview 

in which a job candidate is asked to explain how he or she had behaved in a similar situation in the past. 

HR planning is both a process and a set of plans.   

 

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

conducted during Thembekile’s interteview? 

 

1 Behavioural interview 

2 Structured interview 

3 Situational interview 

4 Unstructured interview 
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Option 4 is correct.  Study section 7.3.3 on page 90 in the study guide. 

 

With unstructured interviews, interviews often ask questions in a haphazard manner. Although there 

would be some preparation of the questions here and there, questions are not asked in a specific order 

and any interview may ask any question which is not necessarily on the list of questions. This type of 

interview is often subjective. Structured interview often take the form of a well prepared list of 

questions which are often job related and very objective. A behavioural interview is the type of an 

interview wherebTy the job applicant is asked to describe his or her past behaviour in order to determine 

whether he or she is a suitable candidate for the advertised position. A situational interview on the 

other hand is an interview in which a job candidate is asked to explain how he or she had behaved in a 

similar situation in the past. 

  

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 

 

Option 2 is correct.  Study section 6.2 on page 70 in the study guide. 

 

The selection and appointment of employees play a prominent role in the aim of HRM to establish an 

optimal fit between an organisation and its employees.  However, it is not always a simple task to identify 

the most suitable applicant – hence the need to use a well-structured procedure to select employees.  

Selection is therefore about selecting and appointing the most suitable applicant for a specific position 

(Boonzaaier et al, 2008). Recruitment is a process of attracting individuals on a timely basis, in 

sufficient numbers and with appropriate qualifications, skills, abilities, talents, experience, etc. and 

encouraging them to apply for jobs in an organisation.  A successful recruitment effort should provide the 

organisation with a large pool of top-quality applicants from whom it can select the most suitable 

employees. The concepts of induction, orientation and socialisation are often used interchangeably.  

Once an employee has been appointed, it is the organisation’s responsibility to introduce or orientate 

him/her.  Orientation refers to the introduction of newly appointed employees to the organisation. 

Placement is a process of placing successful candidates in positions for which they were selected. 

 

10. Which one of the following 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 

 

Option 3 is correct.  See section 5.2 on page 56 in the study guide. 
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HR planning is about determining how many employees and which skills an organisation will need some 
time in the future. HR planning is both a process and a set of plans. Certain steps have to be taken to 
determine how many employees with certain skills will be needed in future. On the other hand, plans 

have to be devised to address any surplus or shortage of employees.  

The extent to which HR planning can be done depends on the goals and size of the organisation, the 

changing demographics of a country, the ageing of the workforce, labour legislation and the types of 

people employed. A job description provides information regarding the tasks of the job.  When a 

vacancy needs to be filled, the HR manager cannot simply place any person in the job without knowing 

what tasks, duties and responsibilities are involved.  The tasks, duties and responsibilities determine the 

kind of person who will be able to do the job. The selection and appointment of employees play a 

prominent role in the aim of HRM to establish an optimal fit between an organisation and its employees.  

However, it is not always a simple task to identify the most suitable applicant – hence the need to use a 

well-structured procedure to select employees.  Selection is therefore about selecting and appointing 

the most suitable applicant for a specific position (Boonzaaier et al, 2008). Job analysis is a systematic 

investigation of the tasks, duties and responsibilities of the jobs in an organisation. The process includes 

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 the job. 

 

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 was considered to reach the decision to choose Themba and Thembekile? 

 

1 SAQA Act 58 of 1998. 

2 Prevention of Unfair Discrimination Act of 2000. 

3 Basic Conditions of Employment Act 75 of 1997. 

4 Employment Equity Act 55 of 1998. 

 

Option 4 is correct.  Study section 6.4 on page 73 in the study guide. 

 

The Employment Equity Act (EEA), Act 55 of 1998 provides that there must be equity in the workplace 

by promoting equal opportunities and fair treatment in employment through the elimination of unfair 

discrimination and implementing affirmative action measures to redress imbalances in employment 

experienced by designated groups in order to ensure their equitable representation in all occupational 

categories and levels in the workforce. Now because Themba and Thembekile are from the designated 

groups the fact that they are black accounts for they were considered for the advertised employment 

positions.  The South African Qualifications Authority 58 of 1995 (SAQA) aims to provide for the 

development and implementation of a National Qualifications Framework and for this purpose to 

establish the South African Qualifications Authority and to provide for matters connected to it . Both the 

Employment Equity Act and the Prevention of Unfair Discrimination Act of 2000 aim at prohibiting unfair 

discrimination in the workplace. The Basic Conditions of Employment deals with enhancing basic 

conditions of employment in the workplace. 
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12. Themba and Thembekile were both appointed 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 

 

Option 3 is correct.  Study section 10.3 on page 124 in the study guide. 

 

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. 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. 
 
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.  
 

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 

 

Option 4 is correct.  Study sections 10.3 on page 124 in the study guide. 

 

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

the interview. Suposing this was the reason why they were selected for employment. 

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

 

1 central tendency 

2 Rater bias 

3 Recency  

4 Both 1 and 2 

 

Option 2 is correct.  See section 9.7 on page 118 in the study guide. 

 

Rater bias is an error which occurs when the rater’s values or prejudices distort his/her rating. Such 

biases are not related to job performance and may stem from personal characteristics. Central 

tendency occurs when supervisors incorrectly rate employees as average or at the middle of the scale. 

This happens when supervisors find it difficult to rate some employees higher or lower than others, even 

though their performance reflects a noticeable difference.  Recency accounts for a rating error occurring 

when an appraiser assigns a rating on the basis of the employee’s most recent performance rather than 

on his/her long-term performance.  This is quite normal and can be overcome by conducting frequent 

appraisals (monthly or quarterly). 

 

15. On their first day of employment, 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 

 

Option 2 is correct.  See section 8.2 on page 104 in the study guide. 

 

Orientation refers to the introduction of newly appointed employees to the organisation. A 

conscious effort has to be made to integrate new employees into their new work environment, because 

the sooner employees are familiar with their job and the job environment, the sooner they can function 

optimally. General orientation entails informing the new employee about where to park, where the 

canteen is and how to use his/her personnel card as well as about the check-in procedures, uniform 

and the organisation’s culture, philosophies, values and mission. 

 
However, task orientation is more specific and includes an introduction to co-workers, job 

responsibilities, reporting relationships, the handling of grievances and discipline.  A supervisor or 

senior co-workers usually conduct task orientation. Organisational structuring is about defining how 

activities such as task allocation, coordination and supervision should be directed towards the 

achievement of organisational goals. Performance planning is used to provide a structured approach 

to the attainment of the desired level of performance for both individuals and teams. 
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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 

 

Option 2 is correct.  Study section 8.2 on page 104 in the study guide.  

 

Task orientation is more specific and includes an introduction to co-workers, job responsibilities, 

reporting relationships, the handling of grievances and discipline.  A supervisor or senior co-workers 

usually conduct task orientation. General orientation entails informing the new employee about 

where to park, where the canteen is and how to use his/her personnel card as well as about the check-

in procedures, uniform and the organisation’s culture, philosophies, values and mission. A job 

specification is used to specify the minimum requirements the incumbents must meet to be able to 

do the job.  This will include a person’s qualifications, knowledge, skills, abilities and experience.  The 

result of a job analysis is a job description. 

 

17. Which one of the following is not an alternative to recruitment? 

 

1 Temporary workers 

2 Outsourcing 

3 employee leasing 

4 Reappointment of retirees 

 

Option 4 is correct.  Study section 6.6 on page 84 in the study guide. 

 

In terms of the requirements of the Employment Equity Act (EEA), Act 55 of 1998, organisations 
have to pay attention to the composition of their workforce. Even though a position can be filled 
through a promotion or transfer, the organisation might have no option but to recruit from 
outside when it needs to appoint someone from a previously disadvantaged group. Even when 
HR planning may indicate the need for more employees, an organisation may decide against it. 
Alternatives to recruitment usually include outsourcing, contingent workers, employee leasing 
and overtime. Reappointment of retirees is not one of the alternatives to recruitment. 

 

 

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 

 

Option 3 is correct.  Study section 6.4 on page 73 in the study guide. 
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Labour laws have greatly affected how organisations deal with current and prospective employees. In 

terms of the Employment Equity Act (EEA), Act 55 of 1998, there must be equity in the workplace by 

promoting equal opportunities and fair treatment in employment through the elimination of unfair 

discrimination and implementing affirmative action measures to redress imbalances in employment 

experienced by designated groups in order to ensure their equitable representation in all occupational 

categories and levels in the workforce. The EEA, Act 55 of 1998, provides that a person will be suitably 

qualified for a job as a result of any one or any combination of the following: that person’s formal 

educational qualifications, prior learning, relevant experience and capacity to acquire, within a 

reasonable time, the ability to do the job. The Skills Development Act provides for organisations to use 

the workplace as an active learning environment and to give employees the opportunity to acquire new 

skills. The purpose of a Skills Development Levies Act is a skills development levy. In terms of sec 3 of 

the Act, every employer excluding those exempt from the Act must pay a skills development levy to the 

South African Revenue Services (SARS) as a national collection agency. Late payment is penalised by 

interest at the rate which is equivalent to that provided for in the Income Tax Act. The aim of the Labour 

Relations Act 66 of 1995 is to fulfil the primary objectives of the Act by promoting economic 

development, social justice, labour peace and democratisation of the workforce.   

 

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 

 

Option 2 is correct.  Study section 10.2 on page 123 in the study guide. 

 

Direct compensation refers to the direct payment which employers offer to employees for services 

rendered. This includes a basic salary, overtime payment, commission, bonuses and other incentive 

payments. Indirect compensation refers to the indirect payment which the employer gives to the 

employee in the form of benefits. These may include a retirement pension, a medical aid, group life 

assurance, a housing subsidy and various other allowances. Non-financial rewards do not refer to any 

form of payment but reward employees in non-financial ways for their contributions. These types of 

rewards include an impressive title, a personal secretary and a special parking bay. Intrinsic rewards are 

those rewards that affect the inner being of an individual employee. Examples include the job itself that 

should be interesting, meaningful and challenging, achievement, recognition, growth and development, 

et cetera. 

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 

 

Option 2 is correct.  Study section 8.5 on page 106 in the study guide. 
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Labour laws have greatly affected how organisations deal with current and prospective employees. The 

Skills Development Act provides for organisations to use the workplace as an active learning 

environment and to give employees the opportunity to acquire new skills. The purpose of a Skills 

Development Levies Act is a skills development levy. In terms of sec 3 of the Act, every employer 

excluding those exempt from the Act must pay a skills development levy to the South African Revenue 

Services (SARS) as a national collection agency. Late payment is penalised by interest at the rate that is 

equivalent to that provided for in the Income Tax Act. A labour relationship is about the relationship 

between those who seek employment and those who are looking for others to work for them in exchange 

for compensation in the form of wages and salaries.  Those seeking employment are referred to as 

employees and those who offer employment are referred to as employers.  Such a relationship, if 

governed and regulated by the Labour Relations Act 66 of 1995.  The aim of the Labour Relations Act 66 

of 1995 is to fulfil the primary objectives of the Act by promoting economic development, social justice, 

labour peace and democratisation of the workforce.  The Employment Equity Act (EEA), Act 55 of 1998 

provides that there must be equity in the workplace by promoting equal opportunities and fair treatment 

in employment through the elimination of unfair discrimination and implementing affirmative action 

measures to redress imbalances in employment experienced by designated groups in order to ensure 

their equitable representation in all occupational categories and levels in the workforce. The EEA, Act 55 

of 1998, provides that a person will be suitably qualified for a job as a result of any one or any 

combination of the following: that person’s formal educational qualifications, prior learning, relevant 

experience and capacity to acquire, within a reasonable time, the ability to do the job.  

 

3 CONCLUSION 
 

I trust that you have found these explanations helpful.  Note that the feedback on assignments is a vital 

part of the learning process.  Compare the feedback with your answers and make sure you understand 

the topics.  

 

You are welcome to contact me if you experience problems relating to your study material.  

 

Best wishes 

 

MRS. M.D. GURA  

LECTURER:  HRM1501 

Department of Human Resource Management  

UNISA 


