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INSTRUCTIONS

1.Do not write anything on this question paper.
2.Answer Questions ONE and any other THREE Questions.

Question one

a) Briefly describe the functions of human resource department

(10marks)
b) Describe the advantages of open office plan (10marks)
c) State the advantages of closed office plan (Smarks)
Question two
a) With illustrations, discuss the following terms
i) job specifications (8marks)
ii) job description (7marks)
Question three
a) Describe five external sources of recruitment (10marks)
b) State the advantages of internal sources of recruitment (Smarks)
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Question four

a) Explain selection process as human resource activity (10marks)
b) State the objectives of health and safety as a function of human resource
management (Smarks)

Question five

a) Explain the importance of training and development of employees
(10marks)
b) Highlight five methods of off-the-job training (Smarks)
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