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INSTRUCTIONS

1 A mark reading sheet has been included The paper consists of two sections, section A and
section B Section A must be completed on the mark reading sheet and sechion B on the paper In
the space provided The mark-reading sheet must be handed in together with your examination
paper Please note that all information on the mark-reading sheet should be completed n
PENCIL

2 Read the instructions and questions in this paper carefully
3 Write legibly

4 Encircle the number of each question you complete in Section B on the cover of the examination
paper in the column (“Question No") dedicated for this purpose See example below

Question No 1 2

Section A
Section B

- @
@

3

5 A page for rough work has been Included for your convenience and use in the middle of the
exam paper
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SECTION A - MULTIPLE CHOICE QUESTIONS (COMPULSORY)

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

1 , and are all external recruitment methods

1 Direct applications, job posting, advertising in newspapers
(@ Campus recruiting, recruitment agencies, advertising In newspapers
3 Advertising in newspapers, interviewing, job posting

4 Direct mai, e-recruitment, interviewing

2 Darla, a clerk at a medium-sized law firm in Cape Town, speclalises In conveyance cases Her
colleague Ronel, who started her clerkship on the same day as Darla and who specialises in
divorce cases, has resigned because she wants to pursue a career in acting The partners in the
firm have decided that they can't afford another clerk to do Ronel’s work and that Darla should do
both her own and Ronel's work This 1s an example of which motivation intensive technique of job
design?

D  Job enlargement
2 Job rotation

3 Job enrichment
4 Job improvement

Read the following scenario and then answer questions 3 and 4

You are the HR manager in a small tertiary education colfege New lecturers and admimstrative
personnel are given no onentation traming when they are employed in the college, they are simply
expected to start working immediately

3 You are aware of the advantages of an effective onientation programme and you have scheduled
a meeting with the college’s top management to explain this to them and to plead with them to
implement an onentation programme Which of the following would you present to them as the
advantages/benefits of an effective onentation programme?

An effective orientation programme can lead to
a higher job satisfaction

b lower {abour turnover

¢ Joint decision making
d
e
f

improved work-life balance
reduction in absenteeism
higher performance

1 a, b, candd
2 b,c, dande
3 c,deandf
@ abeandf
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Dunng your meeting with top management they have agreed that an onientation programme 1s
necessary In the college They have placed you in charge of planning, designing and
implementing an effective orientation programme for the college What I1s the first thing that
needs to be developed before the programme can be designed?

1 The budget for the development of the programme
The onentation policy

3 Matenals facilities and personnel to be used

4 Job-related information

Is the process through which company goals, as put forth in mission
statements and company plans, are translated into HR objectives to ensure that the company 1s
neither overstaffed nor understaffed and that employees with the appropriate talents, skills and
aspirations are avallable to carry out their tasks in the night positions at the nght times

(1D Human resource planning

2 Human resource supply analysis

3 Strategic human resource planning

4 Strategic recruitment and selection planning

Kgala 1s the HR manager of a large clothing store and the company needs a new stock control
manager and a new floor manager Top management of the store feel that they rather want to
employ an existing employee In a management posttion, seeing as they already know the culture
and systems in the store The cost of recrutment and orientation will also be substantially lower
What 1s this type of recrutment called and what are the advantages of this type of recrutment?

(’D Internal recruitment — advantages ncreased morale of employees, faster, less
expensive and knowledge of personnel records
2 External recruitment — advantages applicant pool 1s bigger and new ideas reduce internal
infighting
3 Job posting — advantages chain effect of promotion, increased morale of employees and
it minimises the Peter Principle
4 internal recruitment - advantages knowledge of personnet records, faster, less
expensive and it minimises the internal infighting

Gareth 1s an HR officer at a coal mine He has been assigned the task of performing a
comprehensive job analysis of the underground mineworkers' jobs The mine workers are mostly
terate  Which of the following are appropriate methods that Gareth can use to obtain
iInformation for this task?

Site observations
Diaries
Interviews

Work sampling
Questionnaires

[ 30 & T o T o R 0

b, candd
a,bande

1
2
3 c,dande
@ a,candd
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There are a number of problems with the performance appraisal interview Which of the following
1s NOT a psychological variable that supervisors should avoid?

1 Playing God
@  Psychological assumptions
3 Personality biases

4 The inability to give criticism

The 1s the unwnitten expectations/obligations employees and employers
have about the nature of their work relationships Two types of vioclations of this concept can
occur, namely and reneging

1 psychoiogical contract, divergence

2 emotional contract, incongruence
@  psychological contract, incongruence
4 soclal contract, dissimilanty

The reassignment of an employee to a lower job with less pay, involving fewer skills and
responsibifities, I1s known as

1 lay off
(@  demotion
3 transfer
4 downsizing

Pre-employment testing i1s often used during the selection process Two aspects of a test are
important, namely reliability and valdity If a test measures what it says it measures and it
corresponds with actual job performance, but its consistency of measurement over time is not
accurate, how does it influence the reliability and validity?

1 High reliability and tigh validity
2 Low reliability and low validity
3 High reliabilty and low valicity
@  Low reliability and high validity

As an HR specialist, one of the most significant tasks confronting your job 1s to design and
implement a compensation system that will provide farr and equitable remuneration for all
employees Which of the following objectives would you set to effectively attain the goals of a
compensation system?

Attract and retain talented staff

Comply with legal regulations

Keep employees content because promotion 1s not probable
Motivate employees to perform to the maximum of their capabilties

o oo

1 a bandc¢
2 b, candd
® a bandd
4 a,candd

[TURN OVER]


A180196
Oval

A180196
Oval

A180196
Oval

A180196
Oval

A180196
Oval


13

14

15

5 HRM2605
May/June 2012

Pranesh s the HR manager of Mohammed's 1 Stop Shop, a company that employs around 30
employees In Laudium, Pretoria The company's owners want to open another branch in the
nearby informal settlement, and they have requested that Pranesh do Strategic HR Planning
(SHRP} in order to ensure that their HR needs for the future are addressed A month after
Pranesh got this task, his managers called a meeting to find out where he was In this process
He told them that he was In the process of determining the total manpower requirements of the
company by looking at past trends in the area and also past productivity levels in order to project
the company's future needs Which step in the SHRP process 1s Pranesh busy with?

1 HR supply analysis
@ HR demand analysis

3 Situation analysis

4 HR needs analysis

15 a written summary of task requirements for a particular job that can be
used for , and

1 Job description, motivation, feedback and performance appraisais
2 Job design, interviewing, training and orientation
@ Job description, recruitment, ornientation and training
4 Job evaluation, orientation, performance appraisals and outplacement

To design an effective training and development programme, there are several important
principles of learning to consider

Feedback

Motivation

Principles
of
learning

| Repetition

Application

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

Participation and learning
Organisation and learning

(1)  Participation and organisation
2

3

4 Organisation and success

[TURN OVER]


A180196
Oval

A180196
Oval

A180196
Oval


15

17

18

19

20

6 HRM2605
May/dune 2012

Employees go through certain career stages during their careers At present Carol Khumalo s
experiencing some anxiety and uncertainty over her performance potential and competency at
work She also requires a supportive and caring superior to assist her in becoming a more
productive employee Which career stage best characterises her current phase?

@ Establishment
2 Advancement
3 Maintenance

4 Withdrawal

Which of the following 1s NOT a common pitfall in the strategic HR planning process?

1 The identity crises

2 Top management support

3 Size of the effort

Lack of planning

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

1 Rater bias
(@  Halo effect

3 Leniency

4 Central tendency

The policy of awarding employees benefits 1n addition to compensation has increased

dramatically in South African organisations There are various types of benefits that employers
can offer therr employees, including paid time off Which of the following 1s NOT an example of
paid time off?

1 Sick leave
2 Leave to participate in a protected strnke
3 Compassionate leave

(4) Witness in court

Which of the following are examples of acceptable questions that can be asked during a
structured interview?

a “Describe how you handle the department’s finances in your current job ”

b “Are you married and do you have children?”

c “Describe the steps you take to reduce absenteeism among your employees ”
d “How do you handle conflict in the workplace™”

e “How do you feel about religion in the workplace?”

1 a, bandd
2 b,candd
® acandd
4 b,dande
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21 Job stress I1s often caused by factors in the workplace Organisations can implement policies and
strategies to combat job stress Which of the following 1s NOT such an organisation policy or
strategy?

Preventative management
Management by objectives
Removing the cause of stress
Extended leave of employees
Maintaining a productive culture

Do aOoTe

1 a,bandd
2 c,dand e
@ abande
4 b,candd

22 A number of steps are followed in developing a performance appraisal system

Step 1 - determine the
performance
requirements

Step 3 - train
SUPErvisors

_ Step 5 - appraise
according to job
standards

Step 7 - determine
future performance
goals

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

1 {a) plan the appraisal process, (b) ask employees’ permission for the appraisal,
(c) discuss appraisal with employees
@ (a) choose an appropriate appraisal method, (b) discuss methods with employees,
(c) discuss appraisal with employees

(a) choose an appropriate appraisal method, (b) discuss methods with employees,

{c) hold meetings with senior management to discuss the way forward
4 (a) plan the appraisal process, (b) discuss methods with employees,

(c) determine If the employees should be dismissed, demoted or promoted
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Joe works 1n a call centre based in Durban He 1s required to answer an average of 60 calls per
day and he 1s paid a set rate However, If Joe does 80 calls a day, he receives on average an
additional 20% pay for that month What kind of pay system i1s used in this case?

1 Time-based system

2 Employee/person-based system
@ Performance-based system

4 Incentive-hased system

1s the process of integrating the new employees into the organisation and
acquainting them with the details and requirements of the job

1 Selection

2 Recruitment

3 Retention
Orientation

are designed to help employees overcome their perscnal crises such as job
burnout, alcoholism and family problems

1 Health care programmes

@ Employee assistance programmes
3 Company fitness programmes
4 Wellness programmes

Manus 1s a Training and Development (T&D) consultant specialising in legal training and he has
been confracted to design a T&D programme for a group of senior advocates The purpose of
the T&D 1s to obtain information about the changes that have occurred over the past two years in
the world of law, including legisfation, practices, etc Which of the following would be appropnate
training methods for Marus to use for this task?

Conference
Wilderness training
Lecture

Case study
In-basket exercises

[ R @ I & 2 o

@ a,candd
2 a c dande
3 b,cande
4 b,c,dande

Sally has been working for a stationery company for the past five years She does not feel like
staying in her current Jjob, because she does not receive recognition for the work she does She
1s faced with unrealistic expectations and she feels whatever she does she will not succeed She
feels irritable, sick, frustrated and has a desire to quit her job without fear of the consequences of
such a decision Her current situation 1s impacting negatively on the company and on her
performance What 1s most probably the root cause of the symptoms that she 1s experiencing”

@ Burnout

2 Job stress
3
4

High blood pressure
De-motivation
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28 Johns an HR officer in a small food packaging company He i1s in the process of performing
performance appraisals (PA’s) of the employees’ job performance John has decided to make the
PA’s more job related compared to how it was done in the past He collects information about
job behaviour from the employees’ supervisors and colleagues, using a lst of actual job
experiences comptled by both the employees and supervisors Which category of PA’s and which

specific PA method 1s John using?

1 Work standards, essay method
2 Comparative methods, ranking

® Behavioural methods, cntical incidents
4 Narrative methods, critical incidents

29 The internal staffing strategy which places the person in the position for which they are most

qualified and 15 maximally responsive to the individual 1s known as

1 the pure selection strategy

2 the compromise staffing strategy
3 the attrition strategy

@ the vocational guidance strategy

30  Which of the following 1s NOT a purpose of training and development?

1 Improved performance

2 Managerial succession
Acquainting of new empioyees

4 Solving of organisational problems

[TOTAL FOR SECTION A = 30 MARKS]

SECTION B - ESSAY QUESTIONS (COMPULSORY)

Please Note: Answer TWO of the three questions from this section in the space provided Please use
headings and subheadings and make sure that your handwniting i1s legible Encircle the numbers

Question No

1

2

Section A

Section B

@

- @

3

of the questions you answer on the cover page of the examination paper See example below
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11  You are the HR manager of a medium-sized retall pharmacy About a year and a half ago, the
pharmacy has employed a new pharmacist assistant, Arno The Responsible Pharmacist (RP) I1s
not satisfied with Arno’s performance, seeing as he never really received any formal training and
he 1s stll not famihiar with the computer system and organisation on the shelves The RP has
asked your advice about how to handle the situation

Firstly, explan to the RP what needs to happen in order to improve Arno’s performance, by
describing which process/programme should be implemented for Arno, what the purposes of
such a programme are and by briefly explaining the phases of such a programme

Secondly, describe to the RP which HR processes must be revised in order to ensure that this
situation doesn’t happen again (12)

[TURN OVER]
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Jacquie 1s the CEO (Chief Executive Officer) of a large car manufacturing ptant She has had
numerous complaints from supervisors In the company that the employees’ work s not on the
required performance standard and that they are damaging the company’s reputation with costly
mistakes There 15 however no system in place 1n the company to determine the level of the
employees’ performance and to establish which areas of their performance 1s lacking and why
Identify which system/process needs to be put into place and also discuss the steps in the
development of such a system (8)

[TURN OVER]
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Question 2 « Students should not write in this space

21 Fatma is the HR Manager of a large furniture distribution company The company Is expanding
locally and the directors of the company have decided that Fatima needs to do Strategic Human
Resource Planning (SHRP) to ensure that the company's HR needs are fulfiled n future,
especially since the company 1s expanding Discuss why SHRP is so important, as well as the
steps that Fatima will need to take during the SHRP process (8)

[TURN OVER]
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John 1s an employee at Construct It!, a construction and bullding company John i1s unsatisfied
with his job, mamnly because he works long hours overtime for which he never receives any
rewards or recognition, as well as the fact that he has been working at Construct It! for two years
and has not received a salary increase or a promotion What can John’s employer do to improve
his motivation and job satisfaction? In your answer you should discuss the relationship between
compensation and motivation and also how employees can be retained (6)
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23 Kagiso s a marketing manager at a large cell phone company He works very long hours and his
position puts him under a lot of pressure with press reports, marketing campaigns and deadlines
that needs to be adhered to VWhat can Kagiso’'s employers do to help him with his job stress?
Briefly discuss the two types of programmes that can be implemented to help employees like
Kagiso to decrease their job stress (6)

[TURN OVER]



18

HRM2605
May/June 2012

/-—‘-\
! \
1

=
\\--/

[TURN OVER]



19 HRM2605

May/dune 2012
Question 3 « Students should not wnite in this space
31 Name four functions of the CCMA (4)
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32 Thabo, one of the assistant managers at a local restaurant was dismissed for allegedly stealing
from the till at the end of his shift Thabo immediately lodged an unfair dismissal claim, mainly to
clear his name 1n view of future career prospects Even though the employees were under
constant survelllance, the video footage did not provide proof that Thabo had indeed stolen the
money The only basis for the accusation of theft was that the till takings did not balance

What constitutes an unfair dismissal? (4)

[TURN OVER]
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33 Peter Mashego, an HR consultant, has been tasked to fill the vacant senior manager position in
the marketing department of a telecommunications company The successful applicant must
have a miimum of four years’ experience in marketing and at least two years managenal
experience Peter has already shortlisted five sutable candidates from within the company as
they meet the necessary requirements of the position The line manager has requested that the
recruitment and selection process utilised must ensure that the most suitable person be selected
tn order to sustain a competent and effective workforce

Firstly, discuss any three (3) advantages and any three (3) disadvantages of internal recruitment
that Peter should be aware of while performing his task

Secondly, name the six (8) steps that Peter would follow in the selection process for the position
described above and explain the purpose of each step (12)

[TURN OVER]
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CHECKLIST v

Did you complete all the multiple choice questions?

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

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

Have you encircled the numbers of the TWO questions you completed in Section B of
the paper on the cover of the examination paper?
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