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QUESTION 1 [40 MARKS]
1.1  List techniques required to perform the personnel aspects of any management
job. (20)

1.2  Define the term “Authority”. (1)

1.3  Differentiate between line authority and staff authority. (4)

1.4  Explain three distinctive line functions of an HR Manager.

1.5 Position analysis questionnaire (PAQ) is probably the most popular quantitative
job analysis tool and consists of a detailed questionnaire containing 194 items.
Explain five basic PAQ activities. (5)

1.6 Define the term Job Description (2)

1.7 Differentiate between job identification and job summary. (8)

1.8 Critically analyse job specification for trained and untrained personnel. Provide
examples in your answer. (4)

QUESTION 2 [30 MARKS]

2.1  Critically illustrate the process for planning and forecasting. (20)

2.2 Discuss five techniques to be used when conducting workforce planning in

organisations. (10)

2.3  Explain the importance of recruitment in organisations. (2)

2.4 Discuss effective recruitment in organisation. (3)

2.5 Outline advantages of filling open positions with internal candidates. (3)

2.6  Explain why would hiring candidates be of beneficial to an organisation? (2)

QUESTION 3 [30 MARKS]

3.1 List and explain tests that can be used for employee selection. (14)

3.2  Explain the purpose of vetting (background checks) in employee selection. (2)

3.3  Explain why would the company perform this? (2)

3.4  Describe how you would identify training requirements? (2)

3.5 Describe one of the types of on-the-job-training (OJT). (2)

3.6 Described the steps that are important in ensuring that the OJT becomes a

success. (8)
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