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SECTION A (32 marks)
Answer ALL questions in this section.

State four managerial functions of a human resource manager in an organization.

(4 marks)
2. . State three reasons for studying human resource management. (3 marks)
3 Outline _four characteristics of a good human resource policy in an organization. (4 marks)
4, List three actions that a human resource manager may take to discourage wrong behaviour
among the employees in an organization. (3 marks)
8 State four types of human resource records that may be kept by an organization. (4 marks)
6. Give four reasons for computerizing human resource records in an organization. (4 marks)
T ‘State two ways in which an organization may benefit from allowing its employees to take
paternity leave. _ (2 marks)
8. State three disadvantages of informal groups in an organization. (3 marks)
9. List three sources of human resource policies in an organization. (3 marks)
10.  State two characteristics of a group at the norming stage. (2 marks)
SECTION B (68 marks)
Answer any FOUR questions from this section.
1. (a) Explain six reasons that may make employees to join groups. (9 marks)
"(b) Outline four uses of human resource records in an. organization. (8 marks)
12.  (a) Explain six ways of e;lsuring that computerized human resource records are
not accessed by unauthorized persons. (9 marks)
(b)  Outline four reasons that make it necessary to divide a human resource
department into sections. (8 marks)
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13.  (a)
(b)
14, (@
(b)
15.  (a)
(b)
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Highlight six uses of human resource policies in an organization. (9 marks)

Outline four limitations of the human relations approach to human resource
management. (8 marks)

Explain six measures that the human resource department may take to deal with
HIV and Aids challenge in an organization. (9 marks)

Explain four reasons for displaying human resource policies in an organization.
(8 marks)

Explain six ways in which a manager may improve the performance of a work group
in an organization. (9 marks)

Outline four circumstances under which a full time employee may find it appropriate
to engage in part-time jobs. (8 marks)
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