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WRITTEN ASSESSMENT
ASSESOR’S GUIDE
SECTION A: Multiple Choice Question (20 Marks)
The Candidate to Attempt ALL the questions in this section. Each question is 1 mark.
1. The following are the most common criteria used for promotions by the organizations except.
A. Job Experience
B. Hierarchy
C. Qualifications
D. adhocracy
2. What is the element of a good compensation policy?
A. Equity in wage and salary payment
B. Huge salary
C. Desired pay
D. All of the above
3. Which of the following is the correct order for undertaking operational plans?
A. Strategic plan, budget, budget approval operational plan funding
B. Funding, operational plan, strategic plan operational budget
C. Strategic plan, operational plan, budget, approval of budget, funding
D. Budget, operational plan, strategic plan, funding, budget approval  
4. Which of the following is not a component of an operational plan?
A. Resource requirement
B. Vision
C. Monitoring
D. Objectives
5. How can you do professional development to your employees?
A. By Team building
B.  By Workshops
C. By Assignments
D. By planning
6. What factors lead to internal motivation in an organization?
A. Curiosity, Challenges, Cooperation
B. Cooperation, competition, challenges,
C. Competition, Curiosity, information.
D. Cooperation, Curiosity, Competition.
7. The following are the elements of job analysis except?
A. Identifying the Job
B. Obtaining job information
C. Compiling the information
D. evaluating the job
8. What is the external source of recruitment? 
A. Promotions.
B. Transfers.
C. Employee referrals.
D. Advertising.
9. What is the major job selection device?
A. Application blank.
B. Interviews.
C. Employee referrals
D. Recruitment.
10. From the following select the methods you will use for employee improvements.
A. Training on job, Benchmarking, Counseling
B. Demotion, Training on job, Counseling.
C. Benchmarking, counseling, demotion, promotion
D. Promotion, Training, Benchmarking, Counseling
11. Which of the following is the area of employee improvement?
A. Stress management
B. Rewards
C. Dismissal
D. Adhocracy
12. What are the purposes of a job description?
A. To collect job related data in order to advertise for a particular job.
B. To determine payment of various jobs.
C. It gives recruiting staff the strategic plan of the organization.
D. It clarifies the boss in an organization.
13. Give the meaning of the term selection according to Human Resource management?
A. Choosing a Company policy and top management.
B. This is the process of examining a job in details in order to determine its component tasks
C. It defines a scope of responsibility and work activities that are sufficiently different 
D. This is the process of scrutinizing and choosing the most suitable person for a position from a list of several candidates.
14. Identify a factor that cause external motivation.
A. Challenges
B. Fantasy
C. Participating
D. Recognition 
15. The following are types of organizational culture except.
A. change
B. Support
C. Achievement
D. Task
16. Which of the following is a form of organisational change?
A. Proactive change
B. Internal change
C. External change
D. Structural change 
17. List the characteristics of organisational culture.
A. [bookmark: _Hlk96770354][bookmark: _Hlk96770474]Outcome orientation, Team orientation ,Aggressiveness
B. Rewards, Outcome, orientation, Team orientation, Aggressive
C. Outcome, orientation, team orientation, aggressiveness
D. Outcome, orientation, team orientation,
18. How can you manage resistance to change?
A. Participation and involvement of the top management.
B. Educating and communicating to employees effectively the need for change.
C. Avoid the Participation and involvement of employees in planning change
D. Understanding the current state of the organization
19. Which of the following is found in Hertzberg’s five factors of job satisfaction?
A. Responsibility
B. Rewards
C. Affection
D. Power.
20. Select the test used for external job selection?
A. Experience tests.
B. Aptitude tests
C. Written tests
D. Score tests




SECTION B: Short Response Questions (40 MARKS)
Note to Assessor: These are suggested answers to act as guidelines
21. You have been chosen as a team leader in your department what is process you will follow to build the team? 	(3 marks)
i. Assignment
ii. Planning
iii. Executing
iv. Evaluating
[bookmark: _Hlk97143988]    Any 3 points @ 1marks total marks (3 marks)

22. Highlight four factors which cause external motivation?	 (3marks)
i. Financial rewards
ii. Praise and recognition
iii. Social groups
iv. Consequences:
       Any 3 points @ 1marks total marks (3 marks)

23. Outline four types of organizational culture? 	(3marks)
i. Power
ii. Role
iii. Support
iv. Achievement
v. Task
             Any 3 points @ 1marks total marks (3 marks)


24. Outline FOUR managerial functions performed by a human resource manager 	( 3 marks)
i. Planning 
ii. Organising
iii. Directing
iv. Staffing 
v. Controlling
               Any 3 points @ 1marks total marks (3 marks)

25.  How will you tell that you have good operational objectives? (3marks) 
i. Be measurable
ii. Specific
iii. Timely
iv. realistic
Any 3 points @ 1marks total marks (3 marks)


26. Give four importance of an operational plan.  	(3 marks)

i. It helps one to know exactly when to execute the major strategies 
ii. It helps one to identify areas that are not generating enough revenue
iii. It helps to know areas causing losses
iv. Assists in formulating necessary changes
v. This document also plays a crucial role in keeping all key stakeholder management and board members on the same page
vi. It helps every department to focus on their contribution to the larger vision by bringing all lending members together under one roof
Any 3 points @ 1marks total marks (3 marks)


27. What are the three main question which the goal of an operational plan should address? 	(3marks)

i. What is the budget?
ii. Where is the team how?
iii. Where does our team want to be?
iv. How do we get the team there?
v. What bench marks should we use to measure our progress
Any 3 points @ 1marks total marks (3 marks)

28.  You are to start and maintain a department in your company, identify any four basic resources you will require? 	(3 marks)

i. Human resources
ii. Finance
iii. Capital
iv. Service providers.
Any 3 points @ 1marks total marks (3 marks)

29. List three major components of a job description                                                	 
i. The title of the job
ii. Supervised by
iii. Condensed statement of primary job factors
iv. Work performed
v. Date on which job description is made.
Any 3 points @ 1marks total marks (3 marks)


30. [bookmark: _GoBack]Identify three external forces for change?   	(3 marks)
i. Economic conditions
ii. Competition 
iii. Political/legal
iv. Technology
Any 3 points @ 1marks total marks (3 marks)

31. Recognizing and awarding employees is the process through which employers or business owners make a conscious effort to reward and award the employees not just to acknowledge their work but also to motivate them to continue with the same passion. Employees deserve to be rewarded and recognized for the hard work they do. Their recognition is the acknowledgment of their efforts, hard work and behavior at the workplace that have contributed to the organization’s success and objectives in some way. Both things are very important: recognizing and acknowledging these efforts, as well as rewarding employees for their fruitful efforts. 
a) Explain three ways in which you as a business owner can use to recognize the efforts of your works and reward them accordingly?                                                              (6marks)

i. Day-to-day recognition – It is important to motivate and encourage employees to perform well on an everyday basis and not just on a periodic level. For example, small words of praise, little words of encouragement and constant motivation are highly important to make your employees feel encouraged for their efforts and to maintain a positive flow of the workplace environment.
ii. Informal recognition – Informal recognition is the kind of recognition which includes gestures of encouragement and appreciation. A pat on the back or a word of praise in front of the team can go a long way in boosting the morale of the employees.
iii. [bookmark: _Hlk96780433]Formal recognition – Formal recognition is usually in the form of rewards for service, contribution, and achievements. These recognition forms also include events held for the celebration of achievements. Formal recognition often has some legal and policy requirements.
Any 3 points @ 2marks total marks (6 marks)

b) Identify four characteristics of a demotivated employee?                                        (4 marks)
i. Lack of punctuality – arriving late to work, or an increased time to start work after arriving at the office
ii. Change in mood towards colleagues
iii. Increased absence from work
iv. Lack of focus, and a distantness from colleagues
v. Inappropriate or negative comments
vi. Lack of input into team meetings
vii. Increasing reluctance to take on more responsibility than the 'bare minimum'
Any 4 points @ 1marks total marks (4 marks)













SECTION C: Extended Response Questions (40 Marks)
Note to Assessor: These are suggested answers to act as guidelines
The candidate is expected to attempt 2 questions in this section.
 The maximum marks for each question is 20 marks.

31.In the organization you work, it has been discovered that most of the workers do not meet the performance expectations, on carrying out an investigation it has been found out that its due to lack of motivation.
a) You have been commissioned by the Human resource manager to motivate your team 
members as a team leader. What are the five types of motivation you will use to perform the task?
                                                                                                                           (10 marks)
i. Achievement Motivation
ii. Affiliation Motivation
iii. Competence Motivation
iv. Power Motivation
v. Attitude Motivation
[bookmark: _Hlk97144839]5points @2marks well explained total marks 10

b) Is it necessary to motivate the team members? if yes explain                            (10 marks)
i. Encourage engagement – One of the ways in which recognition of your employee’s efforts or hard work can benefit is by encouraging or inspiring further engagement and boosting overall performance. When one gets some praise or pat on the back, he/she automatically tries to give the same level of performance and improves efforts further.
ii. Encourage better business results – The simple gesture of praising or rewarding your employees at work can have a direct impact on your bottom-line and can lead to better overall results that are a consequence of better individual performances.
iii. Increase loyalty & retain the best talent – When one is recognized for his/her hard work, he/she tends to be more loyal towards you and the work he/she is doing. This is something that can help to retain important and skilled employees in the long run.
iv. Build a supportive work environment – The more your employees feel encouraged and valued, the more they will be supportive to your cause, hence building a supportive and active work environment.
v. Encourage a sense of ownership of the place in employees – When an employee hears a word of recognition or receives an award for his/her services, he/she begins to feel a sense of belonging and ownership for the workplace, which further improves performance and infuses a sense of positivity in the environment.
5points @2marks well explained total marks 10

32. One of your employees has gone against the company policy, as a human resource manager 
a) Identify the methods you will use to discipline him?                                         (10 marks)
i. Dismissal
ii. Demotion
iii. Suspension
iv. Reduction in salary
v. Suspension of salary or wage payments for a month
 
5points @2marks well explained total marks 10

b) What are the five steps will you follow to monitor team performance?             (10 marks)   
i. Watch employees work
ii. Ask for an account.
iii. Help employees use self-monitoring tool
iv. Ask around a little.
v. Review work in progress on a regular basis.   
 
5points @2marks well explained total marks 10

33. A departmental team report is important in an organisation.
a) What are four benefits of target setting when preparing a report?                       (4 marks)  
· Gives everyone in your business a clear sense of what they should be aiming for.
· By breaking your top-level objectives down into smaller concrete targets you'll make it easier to manage the process of delivering them.
· Identifies the future financial projection
· 2points @2marks well explained total marks 4


b)  What criteria should be used when selecting your key performance indicators (6marks)
· First, they should be as closely linked as possible to the top-level goals for your business. 
· Second, your KPIs need to be quantifiable. If you can't easily reduce your measurement to a number, there will be too much scope for variation and inconsistency if different people carry out the measurements at different times.
· Third, your KPIs should relate to aspects of the business environment over which you have some control. 
· 3points @2marks well explained total marks 6

c) Explain five key standards of measuring your profitability when preparing a departmental team report.      
[bookmark: _Hlk97141521] Most growing businesses ultimately target increased profits, so it's important to know how to measure profitability. The key standard measures are:
· Gross profit margin - this measures how much money is made after direct costs of sales have been taken into account, or the contribution as it is also known.
· Operating margin - the operating margin lies between the gross and net (see below) measures of profitability. Overheads are considered, but interest and tax payments are not. For this reason, it is also known as the EBIT (earnings before interest and taxes) margin.
· Net profit margin - this is a much narrower measure of profits, as it takes all costs into account, not just direct ones. So all overheads, as well as interest and tax payments, are included in the profit calculation.
· Return on Capital Employed (ROCE) - this calculates net profit as a percentage of the total capital employed in a business. This allows you to see how well the money invested in your business is performing compared to other investments you could make with it, like putting it in the bank.
There are a number of other commonly used accounting ratios that provide useful measures of business performance. These include:
· Liquidity ratios, which tell you about your ability to meet your short-term financial obligations.
· Efficiency ratios, which tell you how well you are using your business assets.
· Financial leverage or gearing ratios, which tell you how sustainable your exposure to long-term debt is.
5points @2marks well explained total marks 10
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