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Chapter 1: The Foundation and Challenges of Human Resource Management 
 
For any organisation, making the right decision about its employees is vital to its 
success. Making these decisions is no easy task due to diversity, size, and the ever-
changing environment of an organisation’s workforce. 
 
People Practices in South Africa 
 
According to the 2017 Africa Competitiveness Report, South Africa received an 
overall rating of 47 out of 138 (moving up from 56th of 144 counties in 2015). 
 
This can be regarded as a good rating because South Africa remains highly ranked 
compared to other countries in sub-Saharan Africa. Despite this, South Africa still 
has much to do in the people component of the HR area. 
 
The Global Competitiveness Report 
 
Competitiveness is a set of institutions, policies and factors that determine the level 
of productivity of a country. The level of productivity, in turn, sets the level of 
prosperity that can be reached by an economy. 
 
The productivity level also determines the rates of return obtained by investments in 
the economy, which in turn are the fundamental drivers of its growth rates. In other 
words, a more competitive economy is one that is likely to grow faster over time. 
 
The Global Competitiveness Index is evaluated on 12 different pillars of 
competitiveness. 
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Chapter 3: Managing Diversity and Regulatory Challenges 
 
Globalisation and the challenging demographics of the South African workforce are 
creating enormous challenges. The growing interdependence of people and cultures 
is accelerating, and technological advances have transformed the world into a ‘global 
village’. 
 
It is important to consider South Africa in these rapid changes in how the diversity 
came about and the legal environment that affects the way in which employers 
interact with this new workforce. 
 
South Africa’s Diverse Population 
 
For South African businesses to succeed, they must recognise the emergence of the 
diversified workforce and find the means to harness its energies, talents and 
differences. The major groups that provide diversity in the South African workforce 
include: 
 

→ Population Groups 
The South African population is made up of four population groups: 

• Black Africans (80.7%) 

• Coloured people (8.1%) 

• White people (8.1%) 

• Indian or Asian people (2.5%) 
 
This distribution above is not reflected in the workforce. White people still dominate 
in top management and senior positions, consisting of 68.9% of South African 
workplaces. 
 
Representation of designated groups is showing a reasonable amount of change in 
terms of professionally qualified employees. It is important for this trend to filter 
through to top management and senior management levels. 
 

→ Women 
More and more women are entering the workforce, as can be seen by the 2% 
increase in female employment in the formal sector from 2015 to 2016. Despite this, 
the proportion of working-age women who are employed remains much lower than 
that of their male counterparts.  
 
There are almost four times more males in top management positions. Women 
remain vulnerable because a large proportion of females are employed in low and 
unskilled positions. Instead, women are predominately employed in administration 
positions. 
 
It is evident that the promotion of gender equity in South Africa contributes to more 
women entering the workplace and occupying senior positions. Women still, 
however, face problems in the workplace. These include balancing work and family 
life and stereotyping. 
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Chapter 4: Strategic HR Planning and Research 
 
Human Resource Planning (HRP) is the process of anticipating and providing for the 
movement of people into, within and out of an organisation with the aim of finding the 
best fit between employees and jobs. 
 
Strategic Human Resource Planning (SHRP) is the process by which organisational 
goals, as put forth in mission statements and organisational plans, are translated into 
HR objectives to ensure that the organisation is neither overstaffed nor understaffed, 
and the employees with the appropriate talents, skills and desire are available to 
carry out their tasks/ duties in the right jobs at the same time. 
 
Types of HR Planning 
 
When doing HRP, companies can consider a number of options. 

→ Firstly, the company can choose whether to be proactive or reactive in their 
approach. 

→ Secondly, the organisation can decide regarding the breadth of the planning. 
This refers to having a narrow or broad focus on HR planning areas. 

→ The third choice involves the formality of the plan (formal or informal). 

→ The last option involves the degree of fit that the HR plan has with the 
strategic plan of the organisation. This refers to the HR plan being loosely fit 
or fully integrated with the company’s strategic plan. 

 
Craft identified three possible types of linkages: 
 

→ Input Linkages 
Here, HR information is made available either before or during the strategic planning 
process. This can take place through a specialised HR unit doing scanning or 
through a specialised committee of HR personnel. 
 

→ Decision Inclusion Linkages 
Here, HR personnel are either directly or indirectly involved in the organisation’s 
strategic planning process. 
 

→ Review and Reaction Linkages 
Here, HR personnel can respond to a proposed or final strategic plan. The plan may 
be reviewed as an HR flexibility and desirability viewpoint. Personnel may even have 
a sign-off authority. 
 
Planning Horizon 
 
The objectives that companies set are usually expressed in terms of a time frame or 
planning horizon: the length of time over which the objectives will be achieved and 
the plan for accomplishing them will endure. 

→ Short-range objectives are shorter than 1 year 

→ Intermediate objectives are between 2 and 4 years 

→ Long-range objectives are between 5 and 15 years 
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Chapter 5: Job Design and Job Analysis 
 
The work that needs to be completed in an organisation and how it is done matters 
to both employers and employees. There are different factors that are important for 
both, and these should be considered when organizing work duties. 
 
Dividing Work into Jobs 
 
An organisation can be seen as an entity that takes inputs from the surrounding 
environment and, through some kind of work, turns these inputs into goods and 
services. However, the total amount of work to be done needs to be divided up into 
different jobs so that it can be coordinated in some logical way. 
 
Work is an effort directed towards producing or accomplishing particular results. 
 
A job is the grouping of tasks, duties and responsibilities that constitute the total work 
assignment for an employee. 
 
Workflow Analysis 
 
Workflow analysis studies the way work moves through an organisation. This 
analysis helps determine whether there are too many steps involving too many 
different jobs in the firm, and if so, helps redesign the process. 
 
A workflow analysis usually consists of the following: 

1. A workflow analysis usually begins with an examination of the desired and 
actual outputs (goods and services) in terms of both quantity and quality. 

2. The activities (tasks and jobs) are then evaluated to see whether they can 
achieve the desired outputs. 

3. Finally, the inputs are assessed to determine whether these inputs make the 
outputs and activities more efficient and better. 

 
The use of an integrated workflow analysis could lead to increased employee 
involvement, increased efficiency and greater customer satisfaction. 
 
Re-engineering Business Processes 
 
While workflow analysis provides an understanding of how work is being done, re-
engineering generates the changes that the business processes need.  
 
The purpose of business process re-engineering is to improve activities such as 
product development, customer service and service delivery. Re-engineering may 
ultimately require the use of work teams, training employees to do more than one 
job, and reorganizing operations, workflow and offices to simplify and speed up the 
work.  
 
There are three major aspects involved in the re-engineering of the business 
process. 
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Chapter 6: Recruitment and Selection 
 
Recruitment is the process of acquiring applicants who are available and qualified to 
fill positions in the organisation. 
 
Selection is the process of choosing from a group of applicants the individual best 
suited for a particular position. 
 
The Recruitment Process 
 
The recruitment process consists of a sequence of steps that should be followed to 
ensure that the organisation obtains the best selection of possible applicants who 
could be above-average employees. 
 
Employers in South Africa are responding to the skilled labour shortage with a 
number of non-traditional recruitment strategies: 

→ Training programs for disadvantaged groups 

→ Mentoring 

→ Learnerships/apprenticeships and mentoring programs 

→ Career exhibition 

→ Tele-recruiting 

→ Diversity data banks 
 
Labour Market Information 
 
A labour market is the geographical area from which employees are recruited for a 
particular job. The first step in the recruitment process is to investigate the 
environment, determine the relevant labour market and gather information about it. 
 
The people most available for recruitment are the unemployed, who can be 
contacted through direct application, employment agencies or advertisements. Other 
labour market sources include: 

→ Part-time employees 

→ Underemployed individuals 

→ Pirating 
 
The labour market does not operate according to the simple economic model of 
salary levels and labour supply. Most applicants are not aware of the labour market 
they are in and possible alternatives around them.  
 
Typically, employees will not know what is a ‘better offer’ from another job because 
they do not know the standards that are set for their job. People with more 
professional jobs and qualifications usually have a better idea of what to accept and 
reject, and what factors they should consider. 
 
Recruitment Sources 
 
The first decision to make in the recruitment process is whether a particular job 
opening should be filled by someone already employed (internal) or by an applicant 
from outside (external). 
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Chapter 7: Employee Onboarding, Motivation and Retention 
 
Onboarding is a process that starts before the employee joins the organisation, 
continuing for several months and which aims to develop employee behaviours and 
knowledge that will ensure the employee’s long-term success and commitment to the 
organisation. It aims to enable newcomers to become productive and fully functional 
employees as soon as possible. 
 
Orientation is the process of integrating the new employee into the organisation and 
acquainting them with the details and requirements of the job. Orientation has a 
shorter time span than onboarding. 
 
Purposes of Onboarding and Orientation 
 
The onboarding process and orientation programs have several important objectives: 

→ Employees need to know they fit into the organisation 

→ Employees must understand the goals, policies and procedures of the 
organisation. 

→ They must understand how things are done in the firm. 

→ The importance of becoming a member of the team must be emphasised. 

→ Employees must be made aware of the developmental opportunities inside 
the organisation and externally. 

→ A sense of belonging should be created by showing employees how their job 
fits into the overall organisation. 

→ Basic responsibilities of the job must be identified. 

→ The required behaviour patterns for effective job performance must be 
indicated. 

→ A bond should be built with new employees by means of effective 
communication and guidance. 

 
The main objective of orientation is the integration of new employees into the 
organisation without delay, so that they can become an effective employee as soon 
as possible. 
 
The focus of onboarding is to strike a balance between providing information and 
equipping new employees with knowledge of the job and the work environment, 
while making a positive long-term impact on the employee that will influence their 
behaviour and commitment to the organisation. 
 
Model for Orientation 
 
According to Feldman, the objectives of onboarding and orientation can be achieved 
by a three-phased orientation process. 
 
Phase 1: Anticipatory Socialisation 
 
The first phase of this model is anticipatory socialisation, which encompasses all the 
learning that occurs before a new employee joins the organisation. There are four 
aspects in this phase where the employee will gain the following: 
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Chapter 9: Performance Management and Appraisal 
 
Performance Appraisal (PA) is the process of evaluating how well employees 
perform their jobs when compared to a set of standards, and then communicating 
that information to employees. 
 
Performance Management (PM) is a process which significantly affects 
organisational success by having managers and employees work together to set 
expectations, review results and reward performance. 
 
South Africa’s Performance Appraisal Dilemma 
 
The way performance is managed and rewarded in South Africa is unfortunately 
quite bleak. Major problems that have been identified include: 

→ The existence of a negative working culture 

→ Changes in corporate strategy have not resulted in corresponding behaviour 
changes 

→ Insufficient line management support for performance management 
 
Regarding periodic and formal performance reviews, the following is apparent: 

→ Lack of follow-up performance reviews 

→ Overemphasis on the appraisal aspect at the expense of development 

→ Inadequate preformation information and inadequately maintained objectivity 
 
It also appears that more than 60% of organisations do not have a formal 
performance management system in South Africa (out of those surveyed). 
 
Performance Criteria 
 
There are three types of performance criteria: 
 

→ Trait-Based Criteria 
These focus on the personal characteristics of an employee – for example, loyalty, 
dependability, creativity and communication skills. Here the focus is on what a 
person is and not on what they do to accomplish the job. 
 

→ Behaviour-Based Criteria 
These are concerned with specific behaviours that lead to job success. For example, 
instead of ranking leadership ability, the rater is asked to assess whether an 
employee exhibits certain behaviours. 
 

→ Results of Outcome-Based Criteria 
These focus on what was accomplished or produced, rather than how it was 
accomplished or produced. This type of criterion is not appropriate for every job and 
it is often criticised for missing important aspects of the job, such as quality. 
 
 
 
 
 


