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Section A — Compulsory

UNISWA HUMAN RESOURCES MANAGEMENT DEPARTMENT

The University has established the department of Human resources which is
responsible for analysing the jobs of academic, administrate and non-academic staff.
The department is also responsible for recruitment and ordination the new
employees. Since this is the new department it has lacking many policies.

Question 1

a. Explain why the university should have job descriptions for the staff.10 marks

b. Discuss the steps the University Human Resources Department should use to
develop staff job descriptions. 15 marks

c. The University sometimes interview and not the new staff when they join the
organization. Explain the advantages and disadvantages of interviewing new
employees. 15 marks
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Section B
Question 1

Matsapha trading is the fast growing company in Swaziland. The staff complement is
growing so fast and the organization has no HRM policy and the job analyses are not
well developed. o’

a. ldentify and explain to the management of Matsapha Trading the 7 steps they
can consider when developing the human resources policy. 14 marks

b. Identify and define two components of job analysis. 4 marks

c. ldentify and discuss four reasons for having a job analysis. 12 marks

Question 2

Mr Mazibuko is the new entrepreneur who has been running his business alone. He
has been the Chief Executive Officer, Chief Financial Officer, Operational Manager
and Human Resources Manager. His business has been growing so rapidly and he
wants to have permanent employees to take over these positions. Employee
recruiting is an important activity that should be considered in the context of the total
Human Resource Function and, in particular, it should be integrated with the
selection process.

a. ldentify and explain 7 steps for recruitment process that Mr Mazibuko should
follow when engaging these positions. 14 marks

b. If Mr Mazibuko consider to promote internal staff whom he has mentored. Explain
the advantages and disadvantages of internal recruiting of the staff. 16 marks

Question 3

Ms Mabuza who is the running as Salon business next to the University of
Swaziland. She has advertised the post of operations manager for the salon
because in most cases she is not in the business. She asked you as the HRM
student to assist her selecting the right candidate.

a. Explain stages for selection process you will use to assist Ms Mabuza (14 marks)
b. Further briefly state with examples steps for orientation Ms Mabuza should do for
the new employee as a check list. 16 marks



