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INTRODUCTION 

 The human resources manager is responsible for recruiting and appointing  

            competent and skilled employees. 

 It is important that the human resources manager follows correct and fair  

            procedures in selecting and interviewing. 

 If selection and interviewing are properly done, the best candidate for the job  

            will be appointed. 
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CONTENT  DETAILS FOR TEACHING, LEARNING AND ASSESSMENT 

PURPOSES 

HUMAN RESOURCE ACTIVITIES 

 

RECRUITMENT 

 Explain/Elaborate on the meaning of recruitment. 

 Outline/Discuss/Explain the recruitment procedure. 

 Explain the meaning of a job analysis  

 Differentiate/Distinguish between job description and job specification as 

components of a job analysis 

 Identify job description and job specification from given statements/scenarios 

 Identify methods/types of recruitment (internal/external) from given 

scenarios/statements 

 Explain/Discuss/Analyse the impact (positives/advantages and/or 

negatives/disadvantages of the above mentioned methods of recruitment. 

 Identify/Give examples of sources of internal/external recruitment                              ) 

from given scenarios/statements 

 Give examples of sources of internal and external recruitment. 

 

SELECTION 

 Outline/Discuss/Explain the selection procedure. 

 Explain the meaning of screening as part of the selection procedure. 

 Discuss/Explain the purpose of an interview. 

 Outline/Explain/Discuss the role of the interviewer before and during the interview. 

 Outline/Explain/Discuss the role of the interviewee during the interview. 

 Define/Elaborate on the meaning of an employment contract.  

 Name/Outline/Mention the details/aspects/contents  of the employment contract. 

 Outline/Explain/Discuss the legal requirements/legalities of the employment 

contract.   

 Analyse an employment contract from given scenarios and make recommendations 

for improvement. 

 Outline/Discuss/Explain the reasons for the termination of an employment contract. 

 

INDUCTION 

 Define/Elaborate on the meaning of induction 

 Discuss/Explain the purpose of induction. 

 Mention/Outline aspects that must be included in the induction programme.  

 Evaluate an induction programme from given scenarios and make recommendations 

for improvement 

 Discuss/Explain the advantages/benefits of induction for businesses. 

 Identify the benefit of induction from given scenarios. 

 

PLACEMENT 

 Elaborate on the meaning of placement. 

 Outline/Explain/Discuss  the placement procedure 

 Discuss/explain the importance of training/skills development in HR 
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FRINGE BENEFITS 

 Differentiate/Distinguish/Explain between piece meal and time-related salary 

determination methods. 

 Explain the link between salary determination and the Basic Conditions of 

Employment Act. 

 

COMPULSORY BENEFITS 

 Name/Mention/Give examples of employee benefits e.g. 

o Pension 

o Medical aid 

o Provident fund 

o Allowances  

 Compulsory benefits: 

 Benefits required by law, e.g. UIF, etc. 

 Explain/Discuss/Evaluate advantages/positives and/or 

disadvantages/negatives of fringe benefits to business. 

 

LEGISLATION 

 Discuss the implication of the LRA / BCEA / EEA/ SDA on the human resources 

function. 

 

TERMS AND DEFINITIONS 

 

Term Definition 

Job analysis The term “job analysis” refers to the components of job description and 
job specification as it relates to employees within an organisation. 

Job description  Describes the duties and responsibilities of a specific job. 

Job specification  Describes the minimum acceptable personal qualities/skills/ 
qualifications needed for the job. 

Recruitment  Recruitment is the process used by business to identify vacancies in 
the business and attract suitable candidates for it. 

Internal 
recruitment  

Refers to the use of internal sources to advertise vacancies within an 
organisation. 

External 
recruitment  

Refers to the use of external sources to advertise vacancies within an 
organisation. 

Interview Refers to a conversation between a job applicant and a representative 
of an employer which is conducted to assess whether the applicant 
should be hired for a vacancy. 

Interviewer Refers to the representative of an employer conducting the interview. 

Interviewee Refers to the job applicant who made himself available for the 
interview after being shortlisted.  

Induction  Refers to the process of introducing new employees to the business 
and its related aspects. 

Placement Process whereby a new employee is placed in a vacant position. 

Training/Skills 
development  

Refers to the acquisition of new skills and knowledge.by employees.  

Retrenchment Process whereby an organisation reduces the number of employees 
for operational reasons. 
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Employment 
contract 

Oral or written agreement specifying terms and conditions under which 
a person consents to perform certain duties in return for an agreed 
upon wage or salary. 

Piece-meal salary 
determination  

Workers are paid according to the number of items/units produced. 

Time-related 
salary 
determination 

Workers are paid for the amount of time they spend at work/on a task. 

Fringe benefits Compensation beyond a regular wage or salary to an employee, which 
are exempt from taxation as long as certain conditions are met. 

Compulsory 
benefits 

Refers to benefits that businesses are legally required to offer its 
employees. 

UIF The fund offers short-term financial assistance to workers when they 
become unemployed or are unable to work because of illness, 
maternity or adoption leave. 

BCEA This Act regulates labour practices and sets out the rights and duties 
of employees and employer. 

LRA Ensures social justice by establishing the rights and duties of 
employers and employees in the workplace. 

EEA Requires employers to engage in proactive employment practices to 
increase the representation of designated groups in the workplace. 

SDA This act regulates the improvement of the skills of workers by 
promoting education and training in the workplace. 

 

1. HUMAN RESOURCES ACTIVITIES 

 

1.1 RECRUITMENT 

Meaning of recruitment 

 Recruitment is the process used by business to identify vacancies in the business and 
attract suitable candidates for it. 

 It aims at finding candidates who have the necessary knowledge/ experience/ 
qualification to fill the vacancy. 

 Businesses may choose to use an internal or external method of recruitment depending 
on the nature/requirements of the vacancy. 

 It is an on-going process as employees leave their jobs for other jobs/get promoted 
/retire/as new technological skills are required. 

 

Recruitment procedure  

 The human resource manager (HRM) should evaluate the job/prepare a job analysis, 
that includes the job specification/job description/in order to identify recruitment needs. 

 The human resource manager (HRM) should prepare the job description in order to 
identify recruitment needs. 

 HRM should indicate the job specification/description/key performance areas to attract 
suitable candidates. 

 Choose the method of recruitment, e.g. internal/external, to reach/target the suitable 
applicants/candidates. 

 Vacancies can be internally advertised via internal e-mail/word of mouth/posters/staff 
notices. 

 If internal recruitment is unsuccessful, external recruitment should be considered. 

 If the external recruitment is done, the relevant recruitment source should be selected, 
e.g. recruitment agencies, tertiary institutions, newspapers.  
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 The advertisement should be prepared with the relevant information, e.g. the name of 
the company, contact details, contact person, etc. 

 Place the advertisement in the appropriate media that will ensure that the best 
candidates apply. 
NOTE:  The procedure can be in any order. 

 

1.2 Differences between job description and job-specification 

JOB DESCRIPTION JOB SPECIFICATION 

 Describes duties/responsibilities of a 
specific job/summary of the nature 
/type of the job. 

 Specifies the minimum acceptable 
personal qualities/ skills/ qualifications 
needed for the job. 

 Written description of the job and its 
requirements 

 Written description of specific 
qualifications/ skills/ experience needed 
for the job. 

 Describes key performance areas/ 
tasks for a specific job, e.g. job 
title/working conditions/relationship of 
the job with other jobs in the business, 
etc. 

 Describes key requirements of the person 
who will fill the position, e.g. formal 
qualifications/willingness to travel/work 
unusual hours, etc. 

 

 

TYPES/METHODS OF RECRUITMENT 
INTERNAL RECRUITMENT AND EXTERNAL RECRUITMENT  

 
INTERNAL RECRUITMENT 

 Refers to the use of internal sources to advertise vacancies inside the business. 
 
Sources of Internal recruitment  

 Internal e-mails/Intranet/web sites to staff 

 Word of mouth 

 Business newsletter/circulars 

 Internal/management referrals 

 Notice board of the business 

 Internal bulletins 

 Recommendation of current employees 

 Head hunting within the business/organisational database. 
 

IMPACT OF INTERNAL RECRUITMENT 

Positives/Advantages  

 Cheaper/Quicker to fill the post. 

 Provides opportunities for career paths within the business. 

 Reduces the chances of losing employees, as future career prospects are available. 

 Placement is easy, as management knows the employees' skills/personality/ 

experience/strengths. 

 The employee already has an understanding of how the business operates./ 

Induction/Training is not always necessary. 

 Detailed, reliable information can be obtained from the supervisors/ 

Employee records. 

AND/OR 
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Negative/Disadvantages 

 It may close the door to new ideas from outsiders. 

 Employees who are not promoted may feel demotivated. 

 The promotion of an employee could cause resentment among other employees. 

 The number of applicants from which to choose is limited to existing staff only. 

 It is possible to promote certain employees who do not really have the required skills 

for the new job. 

 The business has to spend more money on training/developing existing  

employees on the new position. 

 
EXTERNAL RECRUITMENT 

 Refers to the use of external sources to advertise vacancies outside the business.  
Sources of external recruitment 

 Recruitment agencies 

 Bill boards  

 Printed media, e.g. newspapers/flyers 

 Electronic media, e.g. radio/TV 

 Social media/Social networks/Internet/Business websites 

 Recruitment agencies 

 Walk-ins 

 Head hunting 

 Professional associations 

 Networking 

 Educational/Training institutions 

 Word of mouth 
 

IMPACT OF EXTERNAL RECRUITMENT 

Positives/Advantages  

 New candidates bring new talents/ideas/experiences/skills into the business. 

 There is a larger pool of candidates to choose from. 

 It may help the business to meet affirmative action and BBBEE targets. 

 Minimises unhappiness/conflict amongst current employees who may have 
applied for the post.  

 There is a better chance of getting a suitable candidate with the required  
skills/qualifications/competencies who do not need much training/ development which 
reduce costs. 

AND/OR 
Negatives/Disadvantages  

 Information on CV's/referees may not be reliable. 

 Many unsuitable applications can slow down the selection process.      

 New candidates generally take longer to adjust to a new work environment. 

 External sources can be expensive, e.g. recruitment agencies' fees/advertisements 
in newspapers/magazines. 

 The selection process may not be effective and an incompetent candidate may  
be chosen. 

 Recruitment process takes longer/is more expensive as background checks  
must be conducted. 

 In-service training may be needed which decreases productivity during the time  
of training. 
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