Higher Administration 
Homework Solutions

Administrative Services – Outcome 3 – Set 2
2007Q3b - 4 marks
Outline benefits to an organisation of outsourcing the recruitment process.
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2011 Q4d - 4 marks
Justify the need for an appraisal system as part of the staff development process.
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2012 CSQ5 - 3 marks
Compare in-house and external training.
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2012 Q4d - 8 marks
Discuss the support systems which may be provided by Human Resources to enhance staff welfare.
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Outline benefits o an organisation of outsourcing the recruitment process.

@

More than naming, but not a detailed description.
Candidate will not be expected to develop their answers.

Experts/specialists handling the work.
‘This may lead to the identification of better recruits.
Company can concentrate on their own core activities.

No interruption to workflow.

Cost of outsourcing may be less than doing the work within the organisation.

If they feel that the outsourcing company are not performing the task as they wish then it
i easier to cancel the contract than sack the people employed within their organisation.

Notes
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“Justy The need for an appraisal system a8 part of e Staf Gevelopment process.

Award one mark for each justiicafion.

 Reviews cument performance
+ Itallows creation of a personal development plantargets.
+ tprovides a basis for annual salary reviews

« ltimproves motivation

+ Identifies sirengths and weaknesses of the employee.

+ Helps identiy the training and developmen needs of staff
+ Leads to improved work performance

+ Helps identfy candidates for future promotion

+ Provides a forum for staff o raise issues and ask questions

Totes
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‘Compare in-house and extemal training 3

One mark is allocated for each complete statement of comparison.

Both result in improved staff knowledge/skills
Both can lead to increased morale/motivation
Both result in a temporary drop in productivity

In-house training refers to training which takes place in the workplace whereas external
training takes place in a training centre or college.

In-house training is usually carried out by a member of staff whereas external is
delivered by specialist trainers.

Atmosphere at in-house training can be relaxed and friendly whereas extemal training
s more formal

In-house training will be cost-effective whereas extemal training will be expensive:
(cost of course, travel, accommodation)

In-house training wil be tailored to the needs of the company/employee whereas the
‘extemal course may be too general

2 different points made within the one comparison (whereas) then use professional
judgement and award 1 mark
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Discuss fhe support systems which may be provided by Human Resources 1o | &
‘enhance staff weifare.

10 attempt at ciscussion then only 50% of the marks avaiable.

Counseling

‘Whereby employees can speak in confidence o a counselor about ssues such
25 stress or heath and wellbeing. Use of extemal agencies.

Grievance procedures

Employees can formally raise concems regarding issues such as unfair reatment
‘atwork. HR can provide advice on the process.

Disciplinary procedures

‘Anyone who has been discipined may be offered advice and support o ensure.
that the matter is resolved

‘Work-ife balance infiatives
Family frisndly policies are used to encourage a better workfe balance — eg
flexible working packages ranging from condensed working hours fo career
breaks

‘Absence management

Employees retuming to work after a long-tem absence wil receive support n the
form of a phased retum. Retur to work interview, phased retum

Other services

‘These include heaith club membership, cinema passes and discounts at various
outiets — aimed at improving morale and reducing tumover. Health promotion
initatives.

Health and Safety

Employers and employess have responsibilties to ensure that health and safety
reguiations are complied wih.

Buddy systems
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‘The answer should not be solely a description of the measure but should show how it
enhances welfare

Training — accept i ed to sress, emotonal issues





