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	Activity 1: Informal Assessment
Complete the following activity individually.



QUESTION 1
Give ONE word/term for EACH of the following descriptions. Write only the word/term next to the question numbers (1.1 to 1.5).

1.1 The process of attracting applicants who have the knowledge, skills, and ethics to help an organisation to achieve its mission. 						        (1)
Recruitment ()

1.2 A set of principles and norms which guide an employee's behaviour.          	       	        (1)
Work ethics ()

1.3 A mutual agreement on workplace expectations for the employer and employee.         (1)
Employment contract ()

1.4 A meeting during which a potential employee is evaluated by an employer for possible employment in the company.        							        (1)
Interview ()

1.5 Responsible for the workforce, determines labour demand, labour availability, selection, and training of employees.          							        (1)
Human Resource Department ()
[5]

QUESTION 2  
Read the extract below and answer the question that follow.      

	RECRUITMENT
An efficient recruitment process is an organisation-specific sourcing model that aims to find the right fit for the right job at the right time. It is a step-by-step approach to bringing in talented people who can help the company grow. An all-inclusive recruitment process has 5 key phases, but it may vary from company to company depending on the business's organisational structure, size of the company, nature of operations, existing recruitment workflow and selection process.

[Adapted from https://www.jobsoid.com/recruitment-process/ Accessed 03 May 2024]



[bookmark: _Hlk166882201]2.1	Define the term 'recruitment process' and explain the importance of such a process.                                                                                            
(1 + 2) (3) 
The recruitment process is a … 
· process/method of finding suitable candidates for a job. (ü) 
· way of attracting/selecting/appointing suitable candidates for a job in an organisation. (ü) 
ONE of the above definitions for ONE mark.
AND 

The recruitment process is important because it ...  
· attracts the right kind of employees by () availing a high number of candidates (ü). 
· provides the organisation with different skill sets (ü) to choose the best one for present or future use (ü). 
· enables companies to target potential candidates and recruit them for future employment (ü) rather than striving to find the right one at the last minute (ü). 
· ensures diversity in selection (ü) to meet all legal and social obligations such as affirmative action/employment equity (ü). 
· ensures fairness/transparency (ü) to give equal opportunity to all job seekers (ü) 
· directs the employer on the correct processes and procedures to be followed (ü) to combat unfair discrimination/minimise possible disputes. (ü)
· creates a platform which applicants can use to base their grievances on (ü) in case they were disadvantaged by the process/the process was flawed. (ü) 

Any ONE of the above for TWO marks.
         (i.e. ONE mark for statement and ONE mark for qualifier / explanation)

[bookmark: _Hlk166882213]2.2 	Describe THREE actions which will ensure that your job application is accepted. 
(3 x 2) (6) 
Possible answers may include:
· Write a cover letter to give an overview of your abilities/qualifications relevant to the job requirements (ü) so that it is clear why you are a suitable candidate for the position.(ü)
· Include all required documents and information e.g. certified copies of your ID and certificates (ü) to ensure that you have met all requirements. (ü) 
· Submission should be on time (ü) to avoid your application being rejected. (ü)  
· Complete the application form correctly and neatly (ü) so that your application is legible and easy to read/shows you take pride in your work. (ü)  
· Provide your correct contact details (ü) so that you can be contacted/reached for an interview. (ü) 
· Carefully check your spelling and grammar/use appropriate language (ü) to leave a good impression/prove your professionalism/display good academic skills. (ü)
· Send your application to the relevant person or as indicated in the advertisement (ü) to avoid your application being lost. (ü)
· Write a concise and accurate CV according to the job description (ü) so that your prospective employer gets a quick overview of your competency/experience. (ü) 
· Use correct and credible references (ü) so that the employer gets a professional impression of your work experience. (ü) 

Any THREE of the above for TWO marks each.
             (i.e. ONE mark for statement and ONE mark for qualifier / explanation)

[bookmark: _Hlk166882226]2.3		Explain ONE way in which EACH of the following labour acts creates a fair working environment: 
· The Labour Relations Act (LRA), 1995 (Act 66 of 1995) 			          (1 x 2) (2)

The Labour Relations Act creates a fair working environment because it … 
· regulates rules for the relationship between the employer and worker (ü) thereby ensuring fair practice between the two parties. (ü) 
· gives the worker the right to belong to a trade union (ü) whereby the worker can be protected by his trade union in the workplace. (ü)
· established the Commission for Conciliation, Mediation and Arbitration (CCMA) (ü) whereby disputes and arguments are settled between workers and employers in a fair manner. (ü)
· regulates the organisational rights of trade unions (ü) to ensure that they do not overstep their boundaries. (ü)
· promotes and facilitates collective bargaining at the workplace () to meet the rights of its members. (ü)
· regulates the right to strike and the option to lock out (ü) in conformity with the Constitution. (ü)
· promotes employee participation in decision-making (ü) through the establishment of workplace forums. (ü)
· provides simple procedures for dispute resolution (ü) to achieve a mutually beneficial situation between employer and employee. (ü) 
· provides opportunities for dispute resolution (ü) through independent alternative dispute resolution services. (ü)

Any ONE of the above for TWO marks.
             (i.e. ONE mark for statement and ONE mark for qualifier / explanation)

· The Employment Equity Act (EEA), 1998 (Act 55 of 1998) 		          (1 x 2) (2)

The Employment Equity Act creates a fair working environment because it … 
· promotes equal opportunities in the workplace (ü) thereby unfair discrimination or practices in any employment policy or practice are eliminated. (ü) 
· regulates affirmative action (ü) therefore people from the designated groups are given employment opportunities which ensure fair treatment of all people. (ü) 
· implements affirmative action measures (ü) to redress the disadvantages of the past. (ü)
· ensures equitable representation in all occupational categories and levels in the workforce (ü) to address imbalances of the designated groups. (ü) 

Any ONE of the above for TWO marks
              (i.e. ONE mark for statement and ONE mark for qualifier / explanation)

· The Basic Conditions of Employment Act (BCEA), 1997 (Act 75 of 1997)           (1 x 2) (2)

The Basic Conditions of Employment Act creates a fair working environment because it... 
· ensures that all workers have employment contracts (ü) so that the worker and employer are both protected from unfair working practices. (ü) 
· sets out the duties and responsibilities workers have towards their employers () making sure that workers do what is expected of them so that employers do not make unreasonable requests. (ü) 
· regulates the right to fair labour practices by (ü) establishing and enforcing basic conditions of employment/monitoring the variation of basic conditions of employment. (ü)
· prescribes the minimum conditions of employment (ü) that employers must legally comply with. (ü) 
· protects workers from exploitation (ü) thereby promoting respect for human rights and social justice. (ü) 
· regulates labour practices (ü) by setting out the rights and duties of employers and employees. (ü)
· ensures social justice (ü) by establishing the basic standards of employment regarding working hours, leave, payment, dismissal and dispute resolutions. (ü) 

Any ONE of the above for TWO marks    
              (i.e. ONE mark for statement and ONE mark for qualifier / explanation)
                                                                                                                                                       [15] 

QUESTION 3
Read the extract below and answer the questions that follow. 
	WORK ETHIC
Work ethic is an attribute that employers value in every industry. Showing the values associated with a good work ethic can increase your employability and help you position yourself for better job opportunities. Employees with an excellent work ethic are often considered by employers for special projects because these people are viewed as reliable, dedicated and disciplined. 

[Adapted from https://www.indeed.com/career-advice/career-development/work-ethic-skills 
Accessed 03 May 2024]



[bookmark: _Hlk166882323]3.1	State THREE societal expectations regarding the work ethic of companies/organisations.                                                                  
         (3 x 1) (3)
Expectations could be:                                                             
· Meet demands for honest treatment of customers/clients. (ü) 
· Provide fair working conditions for employees. (ü)  
· Be an environmentally friendly business. (ü)
· Stay within legal parameters. (ü)
· Always maintain its integrity in the community. (ü)
· Honour company policies and agreements. (ü)
· Accountability by performing their duties and taking responsibility for their actions. (ü)
· Pursue excellence in service delivery. (ü)  

Any THREE of the above for ONE mark each.

 
[bookmark: _Hlk166882336]3.2	Explain THREE ways in which a strong work ethic can help you in your career path.                                     
         (3 x 2) (6) 
Building strong work ethics is important because …  
· a strong work ethic will not only expose you to greater opportunities, () but it will earn you a reputation of excellence in your profession. (ü)
· if you are an individual with a strong work ethic, you embody the qualities () that will keep you in demand by top companies throughout your career. (ü)
· individuals with a strong work ethic derive greater satisfaction from their work () because they are fully engaged in what they are doing every day. (ü)
· if you desire to advance in your profession, a strong work ethic will keep your career moving upward () as every employer wants an employee with this mentality. (ü) 
· by demonstrating a strong work ethic in your job, you’ll discover you are more marketable, in demand, satisfied and promotable (ü) than those content to watch the clock and collect a check. (ü)

Any THREE of the above for TWO marks each.
             (i.e. ONE mark for statement and ONE mark for qualifier / explanation)




[bookmark: _Hlk166882352]3.3	Discuss THREE ways in which you can develop strong work ethics when you enter the job market.                                                             					         (3 x 2) (6) 

A strong work ethic can be developed by …
· always taking responsibility for your actions (ü) by always performing consistently at the same level of quality. (ü) 
· improving your communication skills () to communicate in a way that is positive and constructive, and shows respect for the feelings of others. (ü) 
· avoiding negative talk and gossip () by providing feedback that improves situations and builds people up. (ü)
· being an active listener/considerate of others/respectful of their roles in the organisation. (ü)  This shows you are interested in their opinion/value their inputs (team player). (ü)
· developing a can-do attitude () and be willing to assist in efforts outside your realm of responsibility. (ü) 
· accomplishing all things () as if they were great and noble. (ü) 
· identifying someone you believe personifies a good work ethic, (ü) observe their behaviour, and then use it as a model to better your own work ethic. (ü)  

Any THREE of the above for TWO marks each.
             (i.e. ONE mark for statement and ONE mark for qualifier / explanation)

                                                      
[15] 

[Grand Total: 35 Marks] 
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