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NOTE: If you answer more than the required number of questlohé onlythe
required number of questions will be marked. All work you do not wan’{ o
be marked, must be clearly crossed out. -

INSTRUCTIONS AND INFORMATION

1. SECTION A is COMPULSORY and must - be aﬂswered by ALL the
candidates. ) b, ,

2. Answer any FOUR questions in SECT]QNB B

3. Read ALL the questions carefully.

4, Number the answers accordmg to the numbenng system used in this question
paper. -

5. Write neatly and Iegibiy:.ﬁ
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SECTION A (COMPULSORY)

Answer BOTH questions from this section.

QUESTION 1

1.1

1.2

Explain the following terms:

1.1.1 Training
1.1.2 Off-the-job training

1.1.3 Absenteeism
1.1.4 Bonus
1.1.5 Induction

(6 x 3)

Indicate whether the following statements are TRUE or FALSE Choose the
answer and write only ‘true’ or ‘false’ next: to the question number
(1.2.1-1.2.10) in the ANSWER BOOK

1.2.1 Demotion is not a placement method

1.2.2 The correct order of the three steps in the induction process is:
pre-arrival, encounter and metamorphos&s

1.2.3 Surveys, observahons and screening are personnel research
methods -

1.2.4 Refer‘

ce checks are compulsory as part of the selection process.

1.25 ,,_Mamagement by objectives (MBO) means the management and the
~ supervisors will jointly decide on what the employee needs to
.. accomplish his/her goals.

' Take-home pay is the amount of money that the employee

126
‘ _ receives after deductions.

127 Job satisfaction reduces absenteeism, but has no effect on labour
turnover.
i.2.8 Substance abuse causes three times more accidents in the
workplace.
1.2.9 Unavoidable labour turnover is retirement, death and retrenchment
of staff.

1.2.10 Bribery, nepotism, favouritism are all external factors affecting the
selection process.

(10x2)
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QUESTION 2
2.1 Choose a term from COLUMN B that matches the description in COLUMN A.
Write only the letter (A—G) next to the question number (2.1.1-2.1.5) in the
ANSWER BOOK.
COLOMN A COLOMN B
2.1.1 Background investigation to|A  job enlargement
verify the truthfulness of
information provided B  employment equity |
2.1.2 Verbal or written description of | C  field study =~ c ‘
real-life situations G, b
D  reference check .
2.1.3 Searching for, identifying and
attracting suitable candidates E ‘rgcfuyitment o
21.4 Employ persons from|F. jobennchment
previously disadvantaged | =
groups |G case study
215 Horizontal work loading
: (5x1)
TOTAL SECTION A:
SECTIONB

Answer any FOUR questiongiin this _secﬁijn.

QUESTION 3

3.1 Persoréﬁé‘yli“{‘}esea?sih ‘is done to obtain information that can help to solve
problems and to manage staff effectively. A personnel research is therefore

done"in,ayariyogs;areas or fields of work.
Name FNE main areas or fields and three sub-areas or sub-fields that are
_ part of the main area or field. (5 x 4)
3.2 T\héy Human Resource Department (HR) can use various research methods to
obtain staff information. Name any 10 methods in this regard. (10x 1)
3.3 Name FIVE main aspects included in a recruitment policy. (5x2)
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QUESTION 4

4.1

Answer the following questions with regard to recruitment process:

4.1.1 An internal source of recruitment is the appointing from within to fill
vacant positions.
State SIX advantages of this source of recruitment. B6x1)
4.1.2 Name FIVE other internal sources of recruitment except for the

internal source of recruitment stated in QUESTION 4.1.1. (5 1 )f‘ij,;

4.1.3 Name NINE external sources of recruitment.

4.2 After receiving and screening several applications, thef‘~~‘s‘é1eot“i6n panel put a
shortlist of potential candidates together. The selection panel will-then start
the selection process. -

Answer the following questions based on selgctffén}g
4.2.1 What is the meaning of the terrh\' seiect/on'? (2x1)
4.2.2 Testing is a very importanff;pgr;yﬁf;fc_he selection process.
Explain the terms validity andreljabiliiy of testing. Béx1)
4.2.3 After the testmgpmcess was completed the candidates were
interviewed.” . ..
Name FIVE te iew techniques the selection panel can make use
424 :;;:;g,;Nam‘a_‘ SEVEN guidelines to be followed to ensure effective
interviewing. (7 x 1)
QUESTION 5
5.1 After the interviews are completed and the selection panel had decided on a
~ potential candidate, the candidate will be requested to undergo a medical
examination.
Explain the medical examination process. 5x1)
5.2

State the affirmative-action measures intended to ensure that suitably

qualified employees from designated groups have equal employment
opportunities. (5x2)
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5.3 Its important to weicome newly appointed staff, giving them the basic
information and helping them to settle down and become productive as soon
as possible.

Draw up a list of guidelines to be followed to ensure effective induction.

(15x 1)
5.4 Name and explain the steps in the performance appraisal process. (5x2)
QUESTION 6
6.1 When doing a performance appraisal, it is important to decxde on,the best

system or method to be used to measure performance objec’uves

State the pitfalls with regard to the system or me’(hod of performance

appraisal. - Y ' (10x 1)
6.2 Feedback after the performance appraisal iS!éoncfﬁdeqi‘efvery important.
Name FIVE characteristics of posmve feedback (5x1)

6.3 Many organisations prefer to reward their employees with fringe benefits
rather than pure salary i increases. i

Answer the following questlons on frmge benefits:

6.3.1 Name the S X categones of employee benefits (6x1)

6.3.2 State FOU * ad‘; ,ﬂtages of offering fringe benefits to staff (4 x 1)

6.3.3 . ;,,;;lee EIGHT examples of fringe benefits an organisation can award
to therr employees (8 x
6.4 NemeéEVéﬁffeC’torS which influence the introduction of fringe benefits.
(7 x1)
QUESTION 7
7.1 Job satisfaction is very important for employees. The management tries to

enrich the jobs of the employees to ensure and contribute to job satisfaction.

Answer the following questions based on job enrichment:

7.1.1 State the methods the management can apply to promote job
enrichment. 5x1)
7.1.2 State SIX requirements for successful job enrichment. (6x1)
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7.1.3 State SIX benefits of job enrichment. (6x1) (6)

7.2 If employees are dissatisfied at work, there is a good chance that some will
stay away from work.

Answer the following questions based on absenteeism:

7.241 State the cost of absenteeism (6 X 1) (6)
7.2.2 State the methods an organisation can apply to overcome
absenteeism. (10x1)  (10)
7.3 The management always develop the careers of their employees |

State SEVEN values or advantages of employer career~deveiopment
initiatives for employees. . -

(7 x1) (7)
[40]

'TOTALSECTIONB: 160
 GRAND TOTAL: 200
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