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viiviiiPersonnel management N41 Introduction to Human Resources Management - Part 1 Training Goals After studying this module, Students should be able to: Planning Organization Leading Control Communications Motivation Delegation General Office of Personnel Management Procurement Management Production Management Marketing Office Financial Relations Office Of Public Relations Management 1Introduction for персонала Управление - Часть 1Unit 1.1 - Базовая группа 1.2 - Дополнительная группа 1.3 - Задачи управления задачами управления
enterpriseManagement Функции Планирование Планирование Генерального управления Организация Управления персоналом связи Ведущий Мотивация Управление закупками Управление Координация Управление производством Делегация Административное управление Маркетинг Управление Финансовые управления Управление связями с общественностью управленияFigure 001. Module 1 - Structurebe is able to be successful in the market. Human Resources Management: People's development can no longer be emphasized. They have a
responsibility. Human Resources 2Personnel Management N4 Group 1 (a) Why is employee management so important to the organization? What do you think is the role of leadership in the organization? What does the term HR mean? strategic business partner? (d) Why do you think it is important for aspiring HR professionals to understand management and all other related aspects of the organization?1.1 The main management task: the act of managing and controlling the business or similar development for three levels. 3Inedation to HR - Part 1 1.1.1 Control Levels
1. Top Management 2. Average control 3. Products and services control the first line. 1.1.2 Key Management Tasks Table 001. The key management tasks are defined as the process of making plans for something. organization in the future and choose the steps to get there. In the future business and economic conditions. Leaders need to set goals to achieve plans and implement them in the organization. 4Personnel Management N4 resources or activities in a certain order. use of authority to communicate effectively. that keeps the company from means of correction if
necessary. 5In addition to HR - Part 1 Individual Activity 1 A (a) What is a management task? Why are these tasks important in the organization? Can one ignore one of these four main tasks or leave it away from the manager? Why do you say that? (e) Which of these management tasks is the most important? Why? (f) 1.2 Additional Management Tasks 6Personnel Management N4Table 002. Additional management tasks are defined as the decision-making process about people or in the organization. Most managers make a lot of decisions during their success in the
organization in the long run. Therefore, it is very important that management is able to make the right decisions. It is defined as the activity or process of expressing ideas and feelings or providing information to people. Communication is a very important element of the organization's success in the market. demoralized staff. External environment. Managers report certain instructions and - employees communicate back to the manual on - Communication can take place through oral channels (body language). 7Inproduction to HR - Part 1 - effort. It is the desire to do
something that further stimulates goal setting and achievement. Motivation, therefore, is an internal process, which is also an impulse that causes a person - motivated by the need for income or to provide for their families. It is about combining and joining the efforts of workers to ensure unity of action in achieving common goals. It is seen as a hidden force that binds all other control functions together. - leading and controlling. It's all about achieving the harmony of organizational goals. management is integral and necessary for all other tasks and functions of managers.
8Pernel Management N4 - tasks that are expected of them. They need their teams to support departments. - some of the less important tasks for their subordinates. tasks are performed in a shorter period of time and that team's potential improves. It has a further advantage in developing these or more complex positions in the organization. Activity Group 1 BAyanda Ndlovu is a young manager at a local fast food restaurant branchcustomers about poor service delivery and poor quality food. Ayandabranch. 9Ined hr - Part 1 (a) 1. Lead 2. Motivation 3. Organization 4.
Delegation 5. (b) Compare the concept in Column A with the description in column B. Column BPlanning A. actual business performance against these standards and The process of making plans for something. D.Organization E. F. G. H. I. 10Personnel Management N41.3 Corporate functions, built and designed exclusively to support business.might, have all of them. Type and business volume 11Introduction to HR - Part 1Table 003. The business task of the PurposeA department is to make sure that there are enough vendors to stock up- Transporting material for
sources and businesspurchasing enough resources for services available. Determining the quantity and quality of the products that will be delivered - Receiving and storing material This department - products and layout.manufacturing is produced and sold in - Hidden Inputs (Resources) customers.the hub or through the transformational process center in the selling output business. or the final product. Products and design processes for the production of these products. 12Personal Management N4 PurposeThis Department to get right - Advertising products and services
products products product or service to consumers. the right customers manage sales at the right price at the right price to meet the products and needs of consumers. Place - Designing packaging material that attracts the attention of consumers. Ensures that products and services reach consumers. A department for management, that is money that comes to control the implementation of the respondable in and out of budgets in the organization of control and business.managing and control and tracks costs and revenues. strategic decisions. This department to oversee
the planning Administrative assistance tois the responsibility of the rest of the business. and store documents, in planning and such as invoices and information for internal receipts for future departments.of business reference - Care for internal communications. Planning events and travel or functions. This department to hire people to - Set and select consumption care - Training and development and manage them - Performance and talentemployees and everything to do with their lives. Caring for workers' health care. Administration of wages and compensation.
Investigations. 13Inethal to HR - Part 1This the purpose of the department is to link external stakeholders. To promote aand external and organize press conferences orenvironment. business to the public. It's an organizational brand. also facilitates and external can damage the reputation of the environment. Organization. social media. General To ensure that and monitors allmanagement works properly, monitors - Advice and management departments and coordinates problems or problems with which they may arise. The challenges and challenges the organization
faces are Delegation of responsibility to other departments. Individual activity 1 Bemployees.budgets.the radio. 14Personal management N4, fact-working products and services. Individual Reflection 1 (a) Which part of this module did you like the most? Why? (b) Which part did you find the most difficult? Why? c) What is the most important thing you learned from this module? Assess your comfort level and understanding of the module. (e) Understanding this module? f) Even further? 15Introduction to HR - Part 1 1.4 Output Score 1 (a) Column B comparing actual business
performance with A PlanningLeading C. The process of making plans for something. ControlOrganization H. Business Management and Control Act or 16 (b) Hr Management N4 1. Management 2. Personnel management (2) 3. Planning (2) 4. Organization (2) 5. Presenter (2) 6. Control (2) 7. (2) 8. 9. [20] 10. (3) (c) (3) You can. (3) 1. (3) 2. (3) 3. [40] 4. Total: 80 euros 4.1. Hr 4.2. Finance Management 4.3. Marketing management 4.4. Public Relations Management 4.5. Administration 5.17Modul 2: Introduction to Hr Management - Part 2 2 Introduction to Human Resources
Management - Part 2 Training Goals After studying this module, students should be able to: - Human Resources Management. To function pragmatically. Delegation. the organization's functional and product structures. flaws). - To illustrate the use of organizational maps in practice by developing Identify an informal organization, referring to the types and dynamics of informal organizations. Determine the impact of an informal organization on business. Explain the importance of organizational culture, citing the impact on organizational planning and efficiency. Briefly
identify the factors that define organizational culture in practice. 18Personenel Management N4' Explain the implications of cultural differences that apply to Explain the factors that define organizational culture. Explain the importance of strategic planning (management) for human resources strategies. 19Module 2: Introduction to HR Management - Part 2Unit 2.1 - Group 2.2 - Group 2.3 - Group 2.4 -Organization Organizational Organizational Culture Prospective Concepts of Organizational Impact Concept on Organizational Individual Structure and Organizational Policy
Effectivess Design Planning Formal and Image of a Group of Informal Organization Factors Organization Efficiency Structures, Organizational Governance Development Of the Structure of Change organizations Types of Organizational CultureFigure 02. Module 2 - Structure will prioritize human resources professionals to be2.1 The organization Aphrica is an important part of learning aspiring human resources professional.structures and design. 20Perisonl Management N4 When something changes in the internal and external environment 2.1.1 Organizational
Concepts1. Mission and Visiona) Mission Mission Statement: ItFigure 003. The main questions answered in mission statement 21Module 2: Introduction to HUMAN resources - Part 21. It speaks to the products and - it speaks to the target market.2.3. and the processes used for the production and production said products and services.b) Vision Vision statement: achieving this main goal over themanner, making it easier for all employees of 22Personnel Management N4and Vision Statement has various benefits for AN ' It builds an organizational culture. Table 004.
Mission Vision Determines the current state or purpose determines the optimal state of the future over time. Organization. Organization. What does the organization do? Provides guidance and inspiration, how does an organization do it? Years. Individual activity 2 A(a) 1. 2. 3. 4. (b) Design the poster for the above questions and present it to the rest of your classmates. 23Modul 2: Introduction to HR Management - Part 2 2. Values and Principles (a) Values: Respect and Diversity. Values can be used to develop guidelines the same. shared by all stakeholders. 24Lept
management N4b) Principles Principles: 25Modul 2: Introduction to HR Management - Part 2 Individual Activity 2 B (a) Take the same organization explored in previous activities. b) (c) 3. Policies and procedures of politics and procedures are also very important policies: 26Personal Management N4 Procedures: documents for use. Procedures can take the form of 2: Introduction to Hr - Part 2 Individual Activities 2 C (a) b) Why is it important for organizations to have clear policies and procedures? (c) Mentioned in the textbook. (e) Mentioned in the textbook. The analysis
of THE SVOT has been formulated. 28Personal management N4Figure 004. SWOT Analysis 29Module 2: Introduction to HR Management - Part 2 Individual Activities 2 D (a) College. (b) Identify all your strengths - personal or related to study. What are your options? - think about it carefully. What are your threats? - I think it's unusual. Threats. 5. Goals and Objectives Goals Target 30Personal Management N4Figure 005.Remember: 31Module 2: Introduction to HR Management - Part 2 Individual Activity 2 E is convenient to do so. 6. Business Plan Business Plan: The
purpose of the business plan is to make business decisions and help them modify the elements included in the business plan - the description or resume of the organization. The overall budget of current and projected funding needs. Market analysis and approach to market strategy. Revenue and expenditure forecast for a specific period of time. 32Pernel control N4 in the road. Therefore it must be properly planned and installed in order to individual activity 2 F (a) What is a business plan? (b) Plan? (c) What elements should be included in a properly designed business
plan?7. Strategy Strategies: 33Module 2: Introduction to HR - Part 2 of these plans. Figure 006. Steps in the implementation of the astrategy (right) Activity Group 2 A 2 1 5 3 7 46 8 34Across Hr Management N4 Down Business is going to achieve its measurable that employee2.1.2 organizational structure and designmanagement. Typical hierarchical line location 35Module 2: Introduction to HR - Part 2 Module. It is important that the structure is designed and agreed upon by everyone. It not only provides atasks. Human resources departments in the structure of
36Personnel Management N4Table 005. Areas where knowledge and understanding of organizational structure will help human resources to support business 37Module 2: Introduction to HR Management - Part 2 1. Factors that define the organizational structure of Table 006. Factors that determine the organizational structure of the Mission Size Factor Organization, which provides services to consumers, as well as the type of decisions made and priorities will be implemented. If there are many priorities and solutions that should be competitive and 'opportunity
employment structure. If more staff are needed to take care of activities in nature - managing and overseeing the production of various production organizations. In the which manufactures and sells many different products and services. A more conservative organizational culture may require a culture and a flatter structure. The more successful2. External environmentexist.in 7.Figure 007. IPO Model 39 Page 2 Module 2: Introduction to HR Management - Part 2 - Input Enterprise) needed to produce the products and services of the organization and supplied the external
environment. Processing and exiting the external environment for their consumption or reading. environment for their success. The external environment consists of four main patterns of behavior and availability of resources. 40PericLable management N4Remember:structure. If there is a change in the product market, that leads to Figure 008. Individual Activities 2 G (a) What is an organizational structure? Why is it important for organizations to have a clear and simple structure? What is an organizational chart? (d) Is it useful for human resources departments?
Organization. Discuss the IPO system in explaining the environmental impact on the organization's structure. Use an example. 41Modul 2: Introduction to HR Management - Part 2 3. Concepts and elements of organizational structures Figure 009. Aspects of the workplace (a) The Division of Labor Division of Labor is an economic concept that explains separation instead of one worker taking care of each individual part. It is believed that if improved. If the division of labor is 42Table 007. Management of Personnel N4 Forms - When production is divided into different parts
and many simple labor is determined. Example: Complex - When production is divided into different parts, and each part islabour - Example: Labor : When the production of goods becomes - The production of different goods has created different professions. Example: Geographic work and a particular product are in a specific location. This place may be most suitable geographically for the production of this product. Example: 43Module 2: Introduction to HR - Part 2 Table 008. staff morale. It's faster to use one particular tool and do one job. concentrate and do a good job
mistakes can happen. - Separation of Labour leaders 44Personnel Management N4Table 009. Support. 45Module 2: Introduction to HR - Part 2 Individual Activity 2 H (a) Specialization. Why do you think it is important for leaders to focus on division or work? Discuss the pros and cons of the division of labour in table format. (d) Discuss the pros and cons of specializing tasks in table format. (c) The Authority: the authority to discipline them in accordance with internal disciplinary procedures. 46Personal Management N4Ded, which they manage. Managers can also hand
over part of their autoritet to subordinates so that they can perform certain tasks on behalf of their subordinates. Because it's a re-subordination. 47Modul 2: Introduction to HR Management - Part 2 - information or experience to perform the task? Is this a task that someone else can perform? Or is it important for you to do it yourself? - Does the task give you enough time to effectively delegate the work? Time should be - success really needs your attention. The delegated task has been successfully completed. 48Blley table 010. N4 Training Management - Employees
cannot perform delegated tasks if the task changes. Managers need to take the time and develop discipline to get that information out to the staff. Context. Expectations for communication and updates should also be included. Understanding Managers must confirm understanding to ensure that the task is successful. Managers must confirm that employees are committed to the expected outcome and process that has been established. They do not do the delegated task. better delegate than they are. Managers often end up performing tasks that they delegated to the
plate. Managers should not take the task back, which has been delegated to the employee. Make sure that as of the completion date of the task, the task has not been taken into account, managers need to make sure that their employees are responsible for this task. Accountability is the key to the delegation process. 49Modul 2: Introduction to HR Management - Part 2 d) Power Another Important part of the Power structure: It is also important to note that a person should not be in the management of the Personal Power 50Personnel Office of N4Table 011. The kinds of
power in the workplace power on his position in the organization. do in the organization. Rewarding employees in an organization. Power outside the organization. people in the organization and beyond. 51Module 2: Introduction to HR Management - Part 2Expert power - a specific field or occupation. It can also be the perception that a person has superior power. acceptance or approval of others. E) Span control and controls are appropriate in their department. Control range: Number of subordinates who report directly to 52Personnel Management N4 Experience and
Personality Manager. Table 012. Types of Span Control's Fly Control Narrow Control Range This control range leads to a high hierarchical structure. Wide range of control - One manager has control over a large group of employees who report directly to the hierarchical structure. 53Module 2: Introduction to HR Management - Part 2 Individual Activity 2 I (a) (b) Why does it important for managers to have power over their employees? Why do managers need to delegate some of their tasks? Discuss the six stages of an effective delegation. (e) (f) (g) 2.1.3 Formal and
informal organizational structure formal or informal. Remember: Management. So this is what 1. Formal organizational structures of 54Personnel Management N4employees. If it has to change due to changes in the external or internal organizational structure of the line Functional organizational structure Line and personnel organizational structure Divisional organizational structure Project organizational structure 55Module 2: Introduction to HR management - Part 2 Organizing Structure Committee Matrix Organizational Structure a) Line Structure Line Structure Structure
structure: from manager to staff. Table 013. for experts such as accountants and relationships. HR managers. positions and managers. large organizations. Each leader in the line-to-line structure is responsible for his subordinates and for everything that happens in theirsection. 56Personal Management N4Figure 010. Line 57Module 2: Introduction to HR - Part 2Table 014. Enforcement manager. Line managers can rely too heavily on complex tasks. Line and personnel structures are more expensive, as it is necessary to hire and equip more time of expert staff. managers
focus on leaving specialized functions to staff departments. Figure 011. 58Personal Management N4c) purchase. Table 015. Employee structures are grouped based on Employees can become boring at a higher level of performance. Employees are skilled and effective If the performance evaluation system is because they have experience in may arise. Higher. The hierarchy is clear and employees should not be accountable to multiple mentalities and work as silos. Managers. Interagency Communication is that each department of flexibility and innovation in and the
employee has a fixed organization of work. Responsibility. 59Module 2: Introduction to HR Management - Part 2 - adapt to change. Functional structure. Figure 012. Functional structured) Divisional product structure or services for which they are responsible. 60Personnel Management N4Table 016. productivity improvement. - other units competing to get the resources they need from the organization. This can lead to disunity or to the rest of the organization. Figure 013. 61Modul 2: Introduction to HR - Part 2 Figure 014. Individual Activity 2 J (a) (b) (b) (c) (d) Group 2 B
Activity (a) is listed by your lecturer. Illustration. c) 62Pernel control N42. Organizing diagrams will be made of coerme responding titles in boxes under eachhave pictures of the employeecurrently occupying Remember: Upper structure control. in the structure. Informal channels of communication are not specified. Therefore, many organizational schedules are out of date. managers because they have subordinates and roles. This simplifies planning for the future because resources can be distributed more accurately. 64Pernel management N4Group activities 2 C (a) What
type of structure is used in the aforementioned organizational chart? b) 1. Daniel Taylor 2. Oliver Lee 3. James Alford (c) Do you think this is an effective and clear organizational chart? Give (d) identify all the key elements of the organizational chart that you can find in the chart above. (e) 65Modul 2: Introduction to HR - Part 2 3. Thus, informal organizational structures consist of informal (a) - friendship or belonging. It's constantly changing as people come and go - it's very dynamic. It involves individual members at all organizational levels. 66Pernel Management N4 It
depends on the relationship outside the organization. The types of informal groups of the Informal Friendship Group are together. These groups are formed because individual groups, etc. - Friendship groups have a positive impact on the organization because it provides individual 67Module 2: Introduction to HR Management - Part 2 Informal Group Interest Group Group - Common Interest to the issue. This type of group can have a positive interest effect of being valuable to an organization as an aReference group - this is a special type of informal group that people use
to evaluate themselves against. Clicks personality as the basis for his judgment. A person should not be a member of such a group to be negatively or positively influenced by him. ability to either improve the productivity of employees or worsen it. outside the organization. It has common goals or interests and has a small level. The clique can also evolve from a friendship group that meets informally to meet the personal needs of a clique can have a negative impact on the organization as individual groups can be in part of the group. 68Pernel management N4c) is
impossible in the formal structure of the market.d). Conflict between informal groups becomes hostile. 69Module 2: Introduction to HR Management - Part 2 - This can create a dynamic organizational culture that promotes performance in an organization. Management can use these informal groups to use elements of these groups4. Formal vs. informal organizational structuresTve 019. Informal Structure Formal Formation spontaneously and unplanned. Its formation is deliberately planned by the highest management team. The goal is mainly social interaction and
engagement. and goals in the organization. It is unstructured and unorthodof. Procedures and policies are needs. and procedures - It can have different leaders at different levels in the organization. Set boundaries related to goals and depending on the nature of the targets. Group. Group. Behavior is guided by rules and procedures. Behavior is guided by group norms. Punishment. Sanctions. 70Personal Management N4 Individual Activity 2 K (a) b) What are the characteristics of the formal organizational structure? Illustration and example. (d) Briefly, of all formal
organizational structures in (e) What are the characteristics of an informal organizational structure? What are the impacts of an informal organization on business?2.2 An organizational culture that seeks human resources. Values and Behavior Contributing to 71Module 2: Introduction to Hr Management - Part 2 2.2.1 Variables that affect organizational culture and community. Organization. organizational goals and objectives. at all levels. Different departments. Supervision. and taking care of the external environment. 72Personal Management N42.2.2 Factors defining the
organizational cultureCommunication Task by size and history Foreign Policy and Characteristics style of the manual structure of environmental procedures organizationTable 020. Factors that could define the culture of the organization, Managementstyle and employees.hand) are expected. You'd expect it. The size and structure of a decentralized organization. Organization. History - an organization that has existed for a very long time, perhaps has its vision and statement of mission and already - still expects their staff to stick to them and buy into them. 73Modul 2:
Introduction to HR Management - Part 2Examined - The culture of the organization. - The recession can lead to reduced innovation and increased attention to service. Policies and policies and procedures in the rules are more flexible. The type of employees employed in the organization plays on the side of the people in the organization.2.2.3 Types of organizational cultureMail: 74Personnel Management N4Table 021. Two categories of organizational culture Closed and threatening 'Closed Culture are negative and have terrible employees. and positive. - innovative ideas
and participation in intentional limitation. This culture encourages lively discussions inspired by their potential. aggressive behavior, which Characteristics closed Characteristics open and high exit requirements. The rigidity of the task is due to the very formal structure of power. Control control. Neutral attitude to the depressed. The organization adapts easily to employee issues. Individual achievements are recognized instructions. Performance is provided. Communication is limited to participation encouraged. The style of leadership is supportive and democratic. -
Enriching jobs and individual necessities. 75Module 2: Introduction to HR Management - Part 2 Closed and Threatening - Every action is carefully monitored by employees. Employees are taking changes more - There is little confusion about it easily. power lines. and the staff is increasing. Conflicts and complaints have diminished. - Staff turnover and absenteeism are reduced. individual behavior and effort. Language Differences 76Pernel Management N4occur.2. Racial and ethnic differences3. Gender differences4. The age groups were driven by the careers of the staff.
Older employees5. Level of Education and Skills 77Module 2: Introduction to HR Management - Part 2 Individual Activities 2L (a) What is organizational culture? Why do you think it is important for an organization to pay attention to its culture? What are the characteristics of a closed organizational culture? What are the characteristics of an open organizational culture? (f) (g) The follow-up of Group 2 D. a) to think about what is happening in the picture. (b) What type of organizational culture is present in this organization 78Personnel Management N42.3 Organizational
Perspective2.3.1 Organizing Policy Policiessuccess.Remember: 79Module 2: Introduction to HR Management - Part 2 1. The impact on human resources management on human resources professionals before it is brought to the attention of staff. Politicians also need to be updated and its employees. Important point: policies on a regular basis to ensure consistency and fairness in discipline. 80Perison control N42. The policy of formulatingguidelines.a) is a new policy. Table 022. Steps in the development of a new step policy (or problemDefined need apolicy said issue or
problem. Consult the Sunizes, except for politics. Management consultations on the wording of the organization. It is important that management gives its approval and policy to the organization. 81Module 2: Introduction to HR Management - Part 2 StepDetermine whether it is assistance in policy development to ensure theis applicability of theis need to consult with various onSubmit sources for - It should also include all relevant information needed to make the policy strong enough to address a problem or management issue. Distribution and implementation policies
formulated by selected stakeholders. Adapting policy in the organization. and submitted for approval. or adapted policies and sign them before they can be distributed and implemented by the organization. Table 023 is distributed and reported to all employees and thenb. Guidelines for developing new policies that are understandable and easy to use and interpret. should have a logical structure. You should use simple and simple language that can be understood by the intended audience. Guidelines for content and language should promote effective communication.
Mandatory or discretionary. New Policy - A presentation or policy layout should promote effective communication. Information and figures in politics should be clearly measured. Organization 82Pernel Management N43. Factors in the task environment that affect organizational policy. It is made up of various stakeholders who may or may not have impactTable 024. Customers and customers are important to organizations because they ultimately determine to buy products and services at a certain price. Market share. 83Module 2: Introduction to HR Management - Part 2
Suppliers - that influences organizational policy. Organizations can adapt their policies to planning in advance and eliminate the risk of supplier shortages. The labour force proposal - to be proactive in developing policies to address these problems before it leads to - requires policies to ensure that any problems are dealt fairly and fairly or 4. The Importance of Strategic Planning for Human Resources Strategic Planning: To ensure that human resources departments are true business partners in the future based on goals and to achieve. They must have their plans in
place to achieve these goals. Policies and Procedures Exist 84Personnel Management N4Human Resources Departments are responsible for following Training 85Module 2: Introduction to Hr Management - Part 2 Individual Activities 2 M (a) What is Organizational Policy? Why is it important for the organization to formulate the policy correctly? Why do you think there is a policy for almost everything in the organization? (e) (f) (g) happiness? h) You his approach to Dilbert reflects this policy? (i) 86Personnel Management N42.3.2 Organizational Image Produce Products
and Services and More Damage to Remember: 87Module 2: Introduction to Hr - Part 2 22.3.3 Organizational Shift 1. Changes in the external environment of 88Personnel Management N4Table 025. How changes in each of these areas will affect the organization of the Sphere in external economic changes - Changes in the economy can have a significant impact on the livelihoods and future success of the organization. Inflation or unemployment. - negatively affects the economy of any country. It's about calling organizations. An organization that has to pay more for the
debt or loans they have agreed to. organization to survive. Example: interest rates and inflation in the country. 89 89 personnel management n4 textbook pdf download
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