1, SaveMyExams

Head to www.savemyexams.com for more awesome resources

(® HL 1B Business Management s

Your notes

2.4 Motivation & Demotivation

Contents

3 Motivational Theories: Taylor, Maslow, Herzberg
3 Motivational Theories: Other Theories

3 LabourTurnover

3 Types of Employee Appraisal

3 Methods of Recruitment

3 Types of Financial Rewards

3 Types of Non-financial Rewards

3 Types of Training

Pagelof43

© 2015-2024 Save My Exams, Ltd. - Revision Notes, Topic Questions, Past Papers



https://www.savemyexams.com/?utm_source=pdf
https://www.savemyexams.com/

1, SaveMyExams

Head to www.savemyexams.com for more awesome resources

Motivational Theories: Taylor, Maslow, Herzberg

The Importance of Employee Motivation

Motivation refers to the inner desire or willingness that propels a person to take action and achieve a

specific goal or outcome

= Motivation can beintrinsic, coming from within a person (values, beliefs etc)
Motivation can be extrinsic, coming from external factors (rewards or punishments)

= Motivation plays a critical role in a business's success and can have a significant impact on productivity, reliability and

loyalty of the workers, and labour turnover rates

1. The impact of motivation on productivity

Motivated employees are more productive and efficient as they are more likely to be engagedin their

work and take initiative to meet or exceed their goals
= They will generate higherlevels of output and quality
= |ncreased productivity results in higher profits for the business

2. The impact of motivation on the reliability of workers

= Motivated employees are more likely to be reliable and dependable
= They take pridein theirjob, show up ontime, meet deadlines, and take fewer sick days
= Thisleadstoincreased trust between the business and its employees and higher productivity

3. Theimpact of motivation on turnover rates
Motivated employees are more likely to stay with the company long-term which reduces the turnover

rate
= | owerturnoverratesreduce the need for costly recruitment and training
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Taylor's Scientific Management /

= Developed by Frederick Winslow Taylorin the early 20th century
It focuses on breaking down complex tasks into simpler ones, standardising work processes, and
providing workers with clear instructions and training to achieve maximum efficiency

Many manufacturing businesses use Taylor's principles to structure their staff benefits e.g. piecerate
pay

Your notes

Production lines involving human labour are often set up based on these principles
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Taylor's method starts with a scientific analysis of what is involved in a job and then breaks it down into
parts for which employees can be trained

1. Study and analyse the work process

= Carefully analyse each step of the work process

= Break down complex tasks into simpler ones and identify the most efficient and effective way to
perform each task

2. Standardise the work process

= Thisinvolves creating detailed procedures and instructions for each task so that workers can follow
these procedures consistently

3. Select and train the workers

= Workers should be carefully selected based on their skills and abilities
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= Train workers to perform their tasks efficiently and effectively
= This trainingincludes both technical skills and the proper attitudes/behaviours required to be

s

Your notes

successful (e.g patiencein arepetitive task)

4. Provide incentives for performance

Scientific management emphasises the use of incentives to motivate workers
= This may include bonuses or piece-rate pay

Ways in which Businesses use Taylor's Scientific Management

How Businesses use Taylor's
Approach

Advantages

Disadvantages

Workers are trained to
perform only one task which
they become very skilled at
Workers are usually only paid
forthe completed work
(piece rate pay) e.g. $0.16 per
T-shirt completed by garment
workersin Bangladesh

Increased efficiency which
lowers costs

Standardised procedures for
work processes that everyone
follows can help reduce errors
andinconsistencies
Specialisation of labour leads
to greater efficiency and
productivity

Clear hierarchy and lines of
authority canlead to more
efficient decision-making and
communication

Improved training and
development canlead to
better performance andjob
satisfaction

Overemphasis on efficiency
reduces worker satisfaction
and creativity

Workers may disengage from
work if they are reduced to
working in a machine-like
system

Limited applicability as this
approach may not work for
roles that require high levels of
creativity, problem-solving, or
interpersonal skills

Potential for exploitation as
this approach may be used to
extract more work from
workers without
compensating them fairly e.g
many 'sweat shop'labourers
get paid using this method
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Maslow's Hierarchy of Needs

= Maslow's Hierarchy of Needs is a theory of human motivation that outlines five tiers of human needs
that must be met forindividuals to reach their full potential

MORALITY,
CREATIVITY,
SPONTANEITY,
PROBLEM SOLVING,
LACK OF PREJUDICE,

SELF-ACTUALIZATION ACCEPTANCE OF FACTS

SELF-ESTEEM, CONFIDENCE,
ACHIEVEMENT, RESPECT OF

ESTEEM OTHERS, RESPECT BY OTHERS,
LOVE / BELONGING / FRIENDSHIP, FAMILY, LOVE \
SECURITY OF BODY, OF EMPLOYMENT, OF RESOURCES,
SAFETY OF MORALITY, OF THE FAMILY, OF HEALTH, OF PROPERTY
CAL / BREATHING, FOOD, WATER, SEX, SLEEP, EXCRETION \

Maslow's hierarchy of needs

Maslow's hierarchy of needs applied to business
Physiological Needs

= Businesses can provide necessities for theiremployees e.g comfortable work environment, access
to clean waterand food, and adequate rest breaks

Safety Needs

= Businesses can provide job security, fair pay, benefits, and safe working conditions for their
employees

Love and Belonging Needs

= Businesses can encourage teamwork and generate a sense of community and belonging within the
workplace

Esteem Needs
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= Businesses can provide recognition foremployees' accomplishments, and provide a positive work
culture that values individual contributions

Self-Actualisation Needs

= Businesses can help employees achieve this need by offering opportunities foremployees to pursue
their passions and interests e.g Barclay's was known for supporting elite sportspeople by allowing
them time off work in the day to continue their training (the focus was on getting the job done, not
having to beinatacertaintime)

The Advantages & Disadvantages to Business of Applying Maslow's Hierarchy

= Higher employee satisfaction: By meetingthe | = One size does not fit all: Businesses need to
needs of employees, businesses cancreate a tailor their approach to meet the individual
more satisfying work environment which can needs of theiremployees
lead toincreased productivity and lower
turnoverrates = Expensive: Meeting many individual needs can
be costly, especially when offering perks such
= |Increased motivation: Businesses can motivate as the use of acompany car
theiremployees by offering incentives that
align with their specific needs and desires = Time-consuming: Requires significant effort
from management to connectindividually to
= |Improved employee performance: Employees understand which opportunities for personal
who feel valued and supported by their growth are desired
employers are more likely to perform at a higher
level
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Herzberg's Motivation-Hygiene Theory

= Herzberg's theory suggests that there are two types of factors that affect employee motivation and

job satisfaction - hygiene factors and motivators

= Hygiene factors are elements that do not necessarily lead to job satisfaction, but theirabsence

Head to www.savemyexams.com for more awesome resources

can cause dissatisfaction which decreases motivation e.g poor teamwork in the workplace

= Motivators are elements that lead to job satisfaction and motivation e.g. increased responsibility

JOB
DISSATISFACTION

!

HERZBERG’S
TWO-FACTOR
THEORY

JOB
SATISFACTION

!

INFLUENCED BY
HYGIENE FACTORS

° WORKING CONDITIONS
o COWORKER RELATIONS
° POLICIES AND RULES
° SUPERVISOR QUALITY
o BASE WAGE, SALARY

IMPROVING THE
MOTIVATOR
FACTORS
INCREASES JOB
SATISFACTION

IMPROVING THE
HYGIENE FACTORS
DECREASES JOB

INFLUENCED BY
MOTIVATOR FACTORS

° ACHIEVEMENT

° RECOGNITION

° RESPONSIBILITY

° WORK ITSELF

° ADVANCEMENT

° PERSONAL GROWTH

DISSATISFACTION

An explanation of how the lack of hygiene factors causes dissatisfaction while addressing the
motivators increases satisfaction. Increased satisfaction leads to increased productivity and
profitability

How businesses can use hygiene factors to decrease dissatisfaction
Pay fair wages/salaries

= |f anemployeeis not paid a fair wage for their work, they may become dissatisfled and demotivated

Offer excellent working conditions

= |fthe workplace is dirty, unsafe, oruncomfortable, employees may become dissatisfied and
demotivated e.g Google has areputation for providing amazing workplaces which include gourmet
restaurants, laundry services and dog care

Offer employment contracts which provide job security
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= |f employees feel that theirjobis not secure, they may become anxious and demotivated and ,
contribute less to the business goals

Your notes

How businesses can use motivating factors to increase satisfaction

Build a recognition and rewards culture

= Whenemployees are recognised and rewarded for their hard work, they are motivated to continue
performing well e.g. Sales person of the month award

Offer opportunities for growth and development

= \Whenemployees are given opportunities to learn new skills and advance in their careers, they are

motivated to continue working for the company e.g. setin place a 3 year growth plan which helps the
worker move towards areach job role

Provide challenging work which requires problem solving
= Whenemployees are given challenging work that allows them to use their skills and abilities, they are
motivated to continue performing well
O ExaminerTip
Case studies often contain clues to the motivational approach adopted by a business
Consider how much orhow little control over their working patterns employees have
Weigh up which needs are - orare not - being met

Look forindications of how challenging or engaging the work is likely to be
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Motivational Theories: Other Theories

McClelland’s Acquired Needs Theory

= McClelland's Acquired Needs Theory focuses on the needs that individuals develop over time

= [texplains how these needs influence their motivations and behaviour

= People have three acquired needs that drive theiractions and choicesin the workplace andinlife

A Summary of McLelland's Acquired Needs

Typeof Need |AchievementNeed (nAch)| Affiliation Need (nAff) Power Need (nPow)
Motivations = Desiretoexcel & Forming positive Desire toinfluence &
achieve challenging relationships control others/situations
tasks
Being happy within Bring out the bestin
= Setting & achieving the workplace others/teams
personal goals
Behaviours = Seeksuccessand take Seek approval, Seek leadership positions

calculatedrisks

= Appreciate feedback
ontheirperformance

= Enjoy tasksthat
require problem-
solving

= Drivenby asense of
accomplishment

acceptance and
socialinteraction

Avoid conflict

Prioritise harmonyin
theirinteractions

Desire for
cooperationand
collaboration

Enjoy beingin control of
theirenvironment
McClelland identified two
types of power needs

Personal poweris the
desire to control
others

Institutional poweris
the desire toinfluence
and shape
organisations/systems

= Therelative strength of these needs varies among individuals

= Theycanbe developed over time through life experiences, upbringing and cultural influences

= Understandingindividuals' dominant need can help employers tailor their approach to employee
motivation and management

Strengths of McLelland's Acquired Needs Theory

= The modelis easy to understand & apply
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= Helps managers to motivate employeesin various situations ,

= Recognises that people have varying needs & motivations Your notes
= Managers can create more effective motivational strategies

= Based onextensive research
= McClelland'sresearch was conductedinvarious cultural contexts so it can be applied in different
settings
Weaknesses of McLelland's Acquired Needs Theory

= Doesnot account for the complexity of human behaviour
= Canbeinfluenced by awide range of personal and environmental factors

= The model may oversimplify workers' motivations

= People often have a combination of the three needs

= Limited evidence supports the specific needs identified in the theory
= Achievement, affiliation and power are not universally agreed upon as the primary drivers of
behaviour

Page 10 of 43

© 2015-2024 Save My Exams, Ltd. - Revision Notes, Topic Questions, Past Papers



https://www.savemyexams.com/?utm_source=pdf
https://www.savemyexams.com/

1, SaveMyExams

Head to www.savemyexams.com for more awesome resources

Deciand Ryan’s Self-determination Theory

= DeciandRyan's theory describes why people do what they do
= |tis concerned with understanding human motivation and the factors that drive individuals to
engage in activities
= Humans have three basic psychological needs that allow them to achieve personal growth

Deci & Ryan's 3 Basic Psychological Needs

Autonomy Competence Relatedness

= Theneedtohavecontroland | = Theneedtofeelcapableand | = The needtoconnectwith

make choices in ourwork and effective in what we do, inside others and feel a sense of
personal lives and outside of work belonging in each aspect of
ourlives

= These three needs are crucial forintrinsic motivation because they allow people to feel valued and
fulfilled

= Thisleads to greater well-being and sustained engagement both within and outside of the
workplace

= |f employersunderstand these needs they can develop staff effectively
= They may also be able to encourage staff to make positive changes for themselves
Strengths of Deci & Ryan's Self-Determination Theory

1. Adaptability
= Recognises that not all individuals are motivated in the same way

= Canbe adaptedtoaccount forvariations in motivation across different cultures

2.Canbe applied to different situations
= |thasbeenused widelyin business, education management, sports coaching and healthcare

3.Backed by research
= Numerous studies have demonstrated its validity and relevance

Weaknesses of Deci & Ryan's Self-Determination Theory

1. Potential cultural bias
= |tsoriginsarein Western psychology

= May not fully account for cultural variations in motivation between regions
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2. Overemphasis onintrinsic motivation /

= Downplays the significance of extrinsic motivators such as financial incentives
Your notes

3. Lack of clear measurement tools

= Difficult to assess what motivates individual employees as the three psychological needs are
internal
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Equity Theory /

= JohnAdams's equity theory explains how people perceive and react to fairness in their personal and Your notes
working relationships

Diagram Which Explains Adams' Equity Theory in the Workplace

( eFFoRT ) (" RecoeniTioN )
( commmment ) ( FINANCIAL REWARDS )
( mewasuTY ) ( STATUS )
( TIME ) ( FRINGE BENEFITS )
C o] C 3]

INPUTS

OUTPUTS

SCALES CALIBRATED
AGAINST COLLEAGUES

Equity is achieved when employees perceive that theirinputs are equal to their outputs and are
comparable with those of colleagues

= Inthe workplace Individuals strive to maintain a sense of fairness and balance
= They do this by comparing theirinputs (contributions made by the employee) to their outputs
(rewards they receive)
= Employees want this ratio to be fair
= Contributions and rewards should be roughly equal to those of colleagues
= Rewards should fully compensate the efforts the employee makes

= There are three possible scenarios in equity theory

Under-Reward Equity Over-Reward

= |ndividuals feel that they are = |ndividuals perceive abalance | = Individuals believe that they
giving more than they are between theirinputs and are receiving more than they
receiving in comparison to outcomes are giving
colleagues = Theyfeelthattherelationship | = Theymay feel guilty or

= Theymay feelunder- is fairandjust indebted
rewarded and unfairly treated | = They are satisfiedandcontent [ = Thiscanleadto discomfort

= Thiscanleadto feelings of and a desire torestore fairness
frustration or dissatisfaction
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4

Restoring Equity in the Workplace Your notes

= Torestore equity in the workplace individuals may take various actions
= Renegotiate terms and conditions of employment
= Adjust their contributions by making more/less effort
= Seeknew opportunities that provide a fairer balance of inputs and outcomes

= Businesses may take steps to ensure workers perceive business systems as fair by
= Communicating betterinrecruitment and promotion policies
= Clarifying pay and reward systems
= Providing training and development opportunities

Strengths of Adams's Equity Theory

1. Easy tounderstand

= Most people have aninherent sense of fairness and grasp the concept of equity
2.Recognises individual differences

= What one person perceives as equitable may not be the same for another
3. Highlights the importance of social comparisons

= People often compare their situation to others

Weaknesses of Adams's Equity Theory
1.Itis subjective
= What one person considers fairmay differ from another's perspective
2.Ignores other influences on behaviour

= Factors such as personalvalues, intrinsic motivation and organisational culture also influence
behaviour

3. Over-simplification
= Real-life working scenarios ofteninvolve variables and factors that Equity Theory does not
consider
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O Examiner Tip /

. o . Your notes
Don't confuse equity with equality

Equity is fairness. Employees may be paid different rates for very good reasons such as experience,
skills or qualifications

Thisis entirely fair
Equality would mean the same rate of pay for all staff, regardless of competence

This would not be fair at all
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Expectancy Theory

= Vroom's Expectancy theory seeks to explain why people make choices and behave in specific ways
= |tsuggeststhat motivation depends on these three factors working together

= Expectancy is the belief that effort leads to performance
= Instrumentality is the belief that performance leads to outcomes

= Valenceis the value or desirability of those outcomes

Diagram whichiillustrates Vrooms Expectancy Theory

VALENCE

INSTRUMENTALITY

EXPECTANCY

Vroom suggests that motivation depends on the three factors of expectancy, instrumentality and
valence

The Three Components of Vroom's Expectancy Theory

Expectancy Instrumentality Valence
= Effort willlead to successful | = Successful performance will | = The potential outcomeis
performance berewarded desirable
= |faworkerbelieves that = [faworkeris confident
hard work will resultin that hard work will lead to = The more valuable or
achieving a specific goal, adesirable outcome or appealing the outcome,
they are likely to be reward, they are more the more motivated
motivated to putin that likely to be motivated to workers are to achieve it
effort performwell
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= Where low motivationisidentified, managers may take steps to improve one or more of the /
components for individuals
= These steps mayinclude Your notes

= |mprove training and development toincrease the expectancy score
= Increase trust between management and workers by ensuring that promises are kept - this may
increase the instrumentality score

= Widen the package of rewards available for good performance to improve the valence score

Strengths of Expectancy Theory

= Thetheory takesinto account personal differences and considers them when explaining motivation
= Aclearandlogical framework forunderstanding motivation by breaking it down into three key
components

= |temphasisestheimportance of involving employees in the goal-setting process

Weaknesses of Expectancy Theory

= Thetheoryisbased on subjective perceptions and beliefs so it may not always accurately predict
behaviour

= |ndividuals' perceptions and values can vary
= |tprovides a framework forunderstanding motivation rather than precise predictions

O Examiner Tip

Itisimportant to note that motivation - especially intrinsic motivation - is very personal and can differ
significantly between individuals

Assuming that all workers - evenif they are in similar roles, with similar challenges and pay - are
motivated by the same factorsis likely to lead to the failure of reward programmes

In some cases employees may even need guidance to help them to understand what motivates or
demotivates them - until they do so it will be difficult to engage them successfully with regard
programmes
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Labour Turnover

Labour Turnover

= | abourturnover measures the proportion of employees leaving a business during a specific time
period

= |tisexpressedasapercentage andis calculated using the formula

Number of Staff Leaving
Total Number of Staff

Labour Turnover =

X 100

Internal and External Factors that Affect Labour Turnover

= Arisingrate of labour turnover can signal internal human resource management problems such as
= Poormanagement leading to workers losing commitment

= Apoorrecruitment and selection approachleading to staff leaving soon after starting theirjob
= Low wage levels compared to those that could be earned elsewhere

= External factors canalsoincrease labourturnoverin abusiness
= Abuoyantlocal economy where workers are attracted to employment opportunities elsewhere

= Improved transport links that provide an opportunity for workers to seek work across a wider
geographical area

The Consequences of high Labour Turnover

Problems Opportunities
= |ncreasedrecruitment and selection costs = Workers with existing skills can be recruited to
= |ncreasedinduction and training costs reduce the need for training
= |Lowerproductivity levels as workers settleinto | = Newideas and creativity introduced to the
new roles business
= New perspective and approaches to problem-
solving canimprove business performance
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@ Worked example /

Your notes
In2022 Domus Construction Ltd employed 7,200 workers, six per cent of whom worked at the head

office.
During 2022 fifty-four head office employees left the business.

Calculate the labour turnover of Domus Construction's head office in 2022. (3 marks)

Step 1: Calculate the number of head office workers

0.06 x 7,200 = 432workers (1mark)

Step 2: Apply the labour turnover formula

Number of Staff Leaving
Labour Turnover = X 100

Total Number of Staff

54
Labour Turnover = - 0.125 X 100 = 12.5% (2 marks)

Labour Retention

= |abourretention measures the proportion of employees remaining with a business during a specific
time period
= |tisexpressedas apercentage andis calculated using the formula

) Number of Staff Remaining
Labour Retention = X 100

Total Number of Staff

= Ahighlevel of labourretention means that few staff are leaving the business during a given period
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@ Worked example ,

Your notes
In2022 Westington College employed 4,240 employees, 265 of whom left the college during the year

Calculate Westington College's staff retentionratein 2022 (2 marks)

Step 1: Calculate the number of employees not leaving

4,240-265 = 3,975 (1mark)

Step 2: Calculate the retention rate using the formula

Number of Staff Remaining
Total Number of Staff

Labour Retention X 100
(Tmark)

3,975
4,240

Labour Retention =

= 0.9375 X 100 = 93.75%
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Types of Employee Appraisal

An Introduction to Employee Appraisals

= Staff appraisalis a process where amanager or supervisor assesses an employee's job performance

Diagram: Discussion Points in Employee Appraisals

HOW CAN WE
SUPPORT YOU TO
WHAT TRAININ
YOU NEED TO ?{EEIE‘) IMPROVET? witallin oo s
'
YOU TO IMPROVE? Wbk il e
APPRAISAL
WHERE DO YOU SEE DISCUSSION WHICH SKILLS

YOURSELF IN A
YEAR'S TIME?

HAVE YOU
DEVELOPED?

WHAT ARE YOUR
PROFESSIONAL
GOALS?

WHICH SKILLS
REQUIRE FURTHER
DEVELOPMENT?

WHAT HAS NOT
GONE SO WELL FOR
YOou?

WHAT HAS MOST
AFFECTED YOUR
PERFORMANCE?

Appraisal discussions reflect on employee performance and establish goals for the future

= Performance is measured against the tasks and responsibilities stated in the employee's job
description

= Constructive feedback s given and there is a discussion of goals and development opportunities

Advantages and Disadvantages of Employee Appraisals

Advantages Disadvantages
= Feedback & Communication = Subjectivity

= Structured platform for managers to give . .
constructive feedback on employee = Canbeinfluenced by personal biases or
performance prejudices of the appraiser

= Open & honest communication helps to " Managers may evaluate employees
address concerns & set expectations differently based on personalrelationships
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or perceptions

= Performance Improvement

= |dentifies where employees may need
training, development or support to
improve performance

= Encourages self-awareness and self-
improvement

= Anxiety & Stress

= Employees may fear feedback or potential
negative consequences

= High-stakes appraisals canlead to
demotivation or performance anxiety

= Recognition & Motivation

= Recognises & rewards employees for their
achievements & contributions

= Opportunity to acknowledge employees'
hard work & dedication

= Time-Consuming

= Takesbothmanagers and employees away
from other productive work

= Filling out forms and conducting meetings
canbe cumbersome

= Decision-Making
= Supports decisionsrelated to promotions,
salary increases & bonuses based on merit
= |dentifies high-potential employees for
leadership development

= |naccuracies

= Maynot accurately reflect anemployee's
performance due to alack of objectivity

= The process may fail to capture the full
range of an employee's contributions and
skills

Page 22 of 43

© 2015-2024 Save My Exams, Ltd. - Revision Notes, Topic Questions, Past Papers

4

Your notes


https://www.savemyexams.com/?utm_source=pdf
https://www.savemyexams.com/

1, SaveMyExams

Head to www.savemyexams.com for more awesome resources

Formative Appraisal /
= Aformative appraisal involves gathering ongoing information and feedback on employee Your notes
performance

= Managers and workers have regular performance management conversations
= Prompt adjustments can be made toimprove performance
= Methods used to gatherinformation for formative appraisal may include
= employee observations
= aptitude tests
= skillstests
= feedback from peers
= Formative appraisalis commonly used during training or probation periods

Characteristics of Formative Appraisal

Characteristic Explanation

Ongoing Feedback = |tis conducted continuously throughout the period of employment or
training

= Workersreceive feedback on their progress, identify areas for
improvement and make necessary changes to enhance performance

Improvement-Oriented = The primary goalis to help workers make improvements
= Providesinsightsinto whatis/is not working well

No or Low Stakes = Assessmentsinformative appraisal do not heavily impact a worker's
employment

= Minimal pressure on employees encourages them to focus on
improvement

Timely Feedback = Specific, constructive and actionable feedback is provided promptly
= Workers canuseitto make immediate improvements

Employee Involvement = Employees are encouraged to be actively involved in the process
= Theymay self-assess, set goals and reflect on theirown progress
towards goals
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Summative Appraisal

= Summative appraisalis typically conducted yearly or at the end of a work assignment

= |tsmain purposeisto assess and measure the overall performance, achievement or outcomes of
employees

= Summative appraisals are often used to make decisions related to pay or promotion

Key Characteristics of Summative Appraisal Include

Characteristic Explanation

Endpoint Assessment = Summative appraisal occurs at the end of the year, cycle or project

= Teacherperformanceis appraised following the publication of
examination results

= Performance of sales staff is often measured monthly or quarterly

Evaluation of Achievement| = |tfocusesonthe overall outcomes and results achieved by the
employee
= Teacherperformanceis measured against the results achieved by
studentsin examinations

= Performance of sales staff is usually measured against the volume or
value of sales achieved

High-Stakes = |tcanhave significant consequences such as determining pay,
promotion or continued employment
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360 Degree Feedback /

= 360 Degree feedback provides employees with feedback from within and outside their organisation Your notes
= Feedback comes from multiple stakeholders who have direct contact with the employee
= Stakeholders may include line managers, colleagues, suppliers and customers

Diagram: The 360 Degree Appraisal Process

SUPERVISOR / SELF

MANAGER /—3 ASSESSMENT

360-DEGREE
SUPPLIERS / APPRAISAL
SUBORDINATES CUSTOMERS

360-degree feedback can be collected from a range of internal and external sources

= Feedback canbe gathered from arange of internal and external sources
= Feedbackistypically gathered through surveys or questionnaires
= Responses are usually anonymised to encourage honest feedback
= Afterfeedbackis collected, it is shared with the employee in the appraisal process

= |tis considered to provide acomprehensive assessment of anindividual's strengths, weaknesses and
training/development needs

The Main Uses of 360 Degree Feedback

Performance Appraisal Personal Development
= Evaluate anemployee's performance and = |dentify areas forimprovement and help
contributions employeesimprove their skills
Career Development Leadership and Management Development
= Assistindividualsin career planning and = Assess and develop leadership and managerial
advancement within the organisation skills

= 360 Degree feedback can be avaluable tool when used effectively

Page 25 of 43

© 2015-2024 Save My Exams, Ltd. - Revision Notes, Topic Questions, Past Papers



https://www.savemyexams.com/?utm_source=pdf
https://www.savemyexams.com/

1, SaveMyExams

Head to www.savemyexams.com for more awesome resources

= |tshould beimplemented carefully to ensure that it serves its intended purpose and does not lead /

to conflicts orresentment
= |tisessential to have a clear process for collecting, analysing and providing feedback and to use

the information obtained for employee development

Your notes
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Self-appraisal /

= Self-appraisal involves employees evaluating their own performance, skills, strengths, weaknesses Your notes
and achievements

= |tiscommonly usedinthe workplace as part of the performance management process

= Self-appraisalis typically used alongside evaluations from managers or supervisors to provide a
comprehensive view of anindividual's performance

Typical Elements of Self-Appraisal

Element Explanation

Achievements = Employee describes accomplishments and contributions made during a
specific period
= Thismay include projects completed, goals met or tasks successfully
accomplished

Strengths = Employee identifies strengths, skills and capabilities that have been
valuable to the organisation

Areas for Improvement | = Weaknesses or areas where the worker believes they can make positive
changes are identified
= This may include acquiring new skills, addressing specific shortcomings
orimproving behaviours

Goals & Development | = Setgoalsforfutureimprovement and outline plans to achieve them
Plans = This may include training or skills development

Self-Reflection = Employeereflects ontheir overall performance
= FEvaluates how it aligns with organisational goals/values

The Value of Employee Self Appraisals

= Theprocess canleadtoincreased self-awareness

= The process provides an opportunity foremployees to share their perspectives and goals with their
supervisors, which can promote open dialogue

= The processidentifies areas that need improvement and by setting clear goals for the future, it
supports professional growth and development

= The process can balance out the evaluation process as it allows employees to express their viewpoints
and provide context/balance
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Methods of Recruitment /

Your notes

An Introduction to Recruitment

= Recruitmentis the process of attracting and identifying potential job candidates who are suitable fora

particularrole
= Recruitment activities include job advertising, job fairs, social media outreach and referrals from

currentemployees
= The goal of recruitmentis to create a pool of qualified candidates who can be considered for the

role
= Selectionis the process of choosing the best candidate

= Selection activities ofteninvolve reviewing CVs and conducting interviews or assessment tasks
= The goal of selectionis to hire the most suitable candidate for the job

Diagram: The Recruitment and Selection Process

RECEIVE
APPLICATIONS
COLLATE CV's
AND COVER LETTERS.
MAKE A SHORTLIST
TO INTERVIEW

SOURCE

IDENTIFY IF
APPLICANTS WILL
BE RECRUITED
INTERNALLY OR
EXTERNALLY

ADVERTISE

USE THE MOST
COST EFFECTIVVE

DEFINE

THE ROLE,
INCLUDING THE

SELECTION
MAY INCLUDE

JOB DESCRIPTION METHODS TO INTERVIEWS OR
AND JOB REACH POTENTIAL ASSESSMENT
SPECIFICATION CANDIDATES TASKS

e.g. LINKEDIN

The recruitment and selection process is focused on sourcing the best person for a job role

1. Define therole

= Businesses should determine exactly what is required and part of that is developing a job description

and a person/job specification
= Ajob specification outlines the qualifications, skills, experience, and personal qualities required
from a candidate for a specific job e.g. problem solver, good communicator, able to codein Java

etc.
= Ajobdescription outlines the duties, responsibilities, and requirements of a particular job

2. Determine the best source of candidates

= The business can advertise the role internally, externally, or a combination of both
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= Internal recruitment is the process of hiring employees from within the organisation /
= Internal recruitment can be beneficial as it encourages employee development, builds morale and can save
time and money on training Your notes
= External recruitment is the process of hiring employees from outside the organisation
= External recruitment can bring fresh ideas, experiences and perspectives to the organization
= These methods are considered in more detail below

3. Advertise

= Businesseswith a strong social media presence can use these platforms to advertise cost effectively
e.g. Facebook, LinkedIn, TikTok

= Depending onthe nature of the business, there may be specialist recruitment portals through which
they can advertise and these tend to cost more e.g. The Times Educational Supplement is one of the
main publications used to recruit teaching staff

4. Receive applications

= The application stage involves collecting information from potential candidates
= These methods are discussed fully below
= Someone within the business must be nominated to manage the application process
= This person (possibly togetherwith others) will draw up a shortlist of candidates from the many
applicationsreceived
= The shortlist usually includes 3-5 candidates who are invited to interview

5. The selection process

= This process varies significantly between organisations

= Businesses must decide on the most appropriate method which will help them to identify the best
candidate

= The most commonly used methods are discussed fully below
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Internal & External Recruitment

Businesses often use a combination of internal and external recruitment methods, depending on the
nature of the job and the availability of suitable candidates
The method chosen will also depend on the organisation's goals, the level of the position being filled

and the industry in which it operates

Internal Recruitment Methods

Internal recruitment involves the promotion or redeployment of staff to filla vacant post
Vacancies are advertised internally on staff notice boards, in newsletters or viain-house electronic

communications

Recruiting internally has arange of advantages and disadvantages

Advantages and Disadvantages of Internal Recruitment

Advantages

Disadvantages

Internal candidates are already familiar with
business culture and processes

= Canadapttotherole quickly

= Little needforinduction training

Canleadto conflict orresentment
= May affect motivation and working
relationships between successful/rejected
internal candidates

Business has a good understanding of the
candidate's strengths, weaknesses, skills &
aptitudes
= Lessrisky than employing an external
candidate whose abilities are less well-
known

Afurther vacancy is created when an employee
is promoted/redeployed
= Externalrecruitment may be necessary to fill
vacatedjobroles

Opportunities to progress can be motivating
forexisting employees
= |mproves loyalty & commitment

Alimited number of suitable applicants may be
available internally

Cheaper and quicker to promote orredeploy
existing staff rather than recruit externally

Missed opportunity to inject new ideas,
experience or skills into the business

External Recruitment Methods

If avacancy cannot be filled internally it will be necessary to look outside of the business to find
suitable candidates

= New skills, experiences and ideas can be introduced to the business
= Some methods are expensive and it can be difficult to target the desired audience

A Comparison of External Recruitment Methods
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Method

Explanation

Referrals/Personal
Recommendations

Currentemployees may recommend a suitable candidate fora
vacancy

Employees may be rewarded if a candidate is successfully
appointed

Online Advertising

Vacancies canbe advertised on a businesses own website orona
specialist recruitment website such as Glassdoor or
CharityJobs.com

This method s relatively low-costs with a wide reach

Newspaper Advertising

Adverts to attractlocal candidates can be placed in district or
regional newspapers

High-profile vacancies such as public sectorroles may be
advertised in national newspapers

Althoughrelatively expensive these adverts can be highly
targeted

Specialist Trade Publications

Roles are advertised in magazines or newsletters commonly read
by professionals in a particular industry

Example include fashionindustry journal Drapers and education
journal The Times Educational Supplement (TES)

Employment Agencies

Specialist recruitment agents advertise roles on behalf of the
business

Some also conductinterviews or other selection activities
Arecruitment fee is charged when the business appoints a
candidate

Headhunting Aheadhunting agency makes attractive approaches to highly -
qualified specialists in a particularindustry/with desired skills,
experience or knowledge
Assignificant fee is payable once a candidate is appointed

Job Centres Low levelvacancies can be advertised free of charge in

government-funded centres and increasingly online

Careers Fairs

Events often hosted by universities orindustry bodies to promote

available opportunities
Attract significant numbers of highly-qualified, interested
candidates

= External recruitment overcomes some of the disadvantages of internal recruitment
= Howeveritis often more expensive thaninternal recruitment
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= Thereisalso a greater degree of uncertainty as external candidates are unknown to the business

Applying for aJob

Bothinternal and external candidates typically apply for advertised roles by submitting an application

form

Alternatively candidates are asked to submit a curriculum vitae (CV) with an accompanying cover

letter

Application Form

Curriculum Vitae (CV)

Covering Letter

A standardised form
designed by the recruiter to
collect the same details from
each candidate

Responses are collectedina
consistent format and
comparisonis straightforward

Alarge volume of candidates
can be narrowed down for
interview

A professional document
compiled by the applicant

Details career experience,
key skills and strengths

Includes qualifications and
character/professional
referees

Provides contact details for
the recruiterto getintouch
with the applicant

Aletter that accompanies the
candidate's applicationform
orCV

Givesreasons for submitting
an application

Draws attentionto the
applicant's particular
suitability for the role

Allows recruiters to sift
applications without having to
compare detailed application
forms/CVs

Selecting the Right Candidate

= Arange of methods may be used to make a choice betweenjob applicants
Business commonly use a combination of these methods

Diagram: Common Selection Methods

INTERVIEW

PORTFOLIO

SELECTION
METHODS

TESTING

REFERENCES

Businesses commonly use interviews to select their chosen candidate along with testing, portfolios and

gathering references
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Astructured meeting between a candidate and
apotential employer

It can be conductedin-person, by telephone or
online

Its purposeis to assess the candidate's
qualifications, skills, experience and suitability
foraparticularjob orrole within the business

Candidates are required to submit a selection
of their best work for recruiters to review
Thisis commonly used to select candidates for
creative or artistic roles

Businesses canidentify whether a candidate's
experience and style would be a good fit with
its own approach

= Pre-employment assessments that can assess

candidate integrity, suitability for the job,
aptitude or specific skills

= Canhelp abusiness gauge whethera candidate

would be a good fit within the existing team

= They can assess problem-solving and critical

thinking skills, giving employers anidea of a
candidate's potential

= Refereesvouch for a candidate's skills, work

ethic and overall suitability for the position

= Referees should know candidatesina

professional capacity and be able to speak
positively about their abilities

= Refereesare usually listed on the application

formor CV
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Types of Financial Rewards

Financial Rewards to Improve Performance

= Financial rewards are payments given to employees in return for their labour - orimproved
performance

Examples of financial rewards

Types of Financial Incentives & Their Links to Motivational Theory

Piecework = Employees are paid according to the = Taylor's Scientific management
number of units or pieces they produce

= Commonly used in manufacturing or
assembly-line settings and encourages
workers to increase their output e.g.
garment factories in Bangladesh use this

Commission | = Apercentage of sales revenue paid to = Hygiene factorin Hertzberg's
workers who sell products or services Theory

= Commonly usedinsalesrolesand motivates | = Connectsto Esteem Needsin
staff to increase their sales revenue Maslow's Hierarchy (salesperson
of the month)
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Bonus = Anadditional paymentis givento staffasa Connectsto Esteem Needsin
reward for achieving specific goals, Maslow's Hierarchy
completing projects on time, or exceeding (achievement)
performance expectations
Herzberg believed that bonuses
Motivates staff to work harderand achieve as the main form of payment
betterresults would negatively influence
individual behaviour in the
workplace (this was part of the
problemin the bankingindustry
leading up to the 2008 financial
crash)
Profit share Aportion of the company's profits are Motivatorin Herzberg's Theory as
distributed among staff it creates buyintoincreased
responsibility (help the
This encourages them to think like owners, organisation succeed; be an
work collaboratively and focus on the owner)
company's overall goals
Performance- Staff are paid based on their performance Hygiene Factorin Herzberg's
related pay which (theoretically) motivates staff to work theory - and has been provento
harder and achieve betterresults cause significant dissatisfaction
when utilised
This form of payment has been severely
criticised as discriminatory and open to
abuse by managers
Fringe Benefits Financial rewards received by employees Fringe benefits may link to ego
other than wages or salary such as medical needs in Maslow's hierarchy of
insurance, acompany vehicle or private needs especially if they are linked
pensionplan to employees' positionin the
organisational hierarchy
Wages & Wages are usually paid to workers on the Connects to safety
Sl basis of hours worked (time rate) oritems needs in Maslow's hierarchy of

produced (piecerate)

Salaries are expressed on an annual basis
and workers are paid a proportionona
periodic basis (usually each month)

needs and acts as a hygiene
factorin Hertzberg's two-factor
theory

Equitable and sufficient pay is
required to avoid staff
dissatisfaction andretain workers
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Types of Non-financial Rewards

Non-financial Rewards to Improve Performance

= Non-financial rewards are motivators not directly related to money

e

yright © Save My Exams. All Righ

Examples of non-financial rewards

= Theseincentives are usually intangible and include methods that lead to recognition, praise, job
satisfaction, and better work-life balance

Types of Non-financial Incentives & Their Links to Motivational Theory

Empowerment | = Involves giving staff the authority and
resources to make decisions and take action| = Maslow's 'Esteem'Needs as

without first receiving management approval staff contributionis valued

= |ncreases staff sense of ownership and = A'motivator'in Herzberg's Two
responsibility, leading to improved Factor Theory (increasein
productivity responsibility)

Teamworking | = Involves creating opportunities for staff to

work collaboratively = Maslow's Love & Belonging, as

wellas Esteem Needs

= Staff canshare ideas and expertise, leading
toimproved productivity and innovation
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Involves adding more challenging or
meaningful tasks to ajob

Staff feel more motivated and engaged,
leading to improved productivity

= A'motivator'in Herzberg's Two
FactorTheory

Job rotation

Involves moving staff between different roles
inthe business

Exposes staff to new challenges and
experiences which canincrease motivation,
understanding and skill

= A'motivator'in Herzberg's Two
Factor Theory (the work itself)

Job enlargement

Involves expanding staff's job duties to
include additional tasks orresponsibilities
Engaging with a variety of tasks canincrease
motivation and job satisfaction, leading to
improved productivity

= Mayo's Human Relations Theory
asitencouragesthe
development of staff

= A'motivator'in Herzberg's Two
factor Theory (the work itself)

O Examiner Tip

When asked to asses a compensation package on offer, consider the following before answering:

1. The context of the business: Is it a manufacturing facility or a team of creative designers?
2.The Industry norms: Does the data provide any insight into what competitors are doing?
3.The balance of the compensation package: ideally it should include appropriate financial and
non-financial incentives to maximise employee productivity and retention.
The case study usually provides good data which helps you to answer the above questions sorefertoiit
as supporting evidence.
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Types of Training

Reasons why Firms Train & Develop Their Employees

= Businesses need to make sure that new and existing staff are trained and developed appropriately

= Trainingis the teaching of new skills
= Developmentis the improvement of existing skills

= Awell-trained workforce isimportant for several reasons
= Well-trained staff are likely to be more productive
= Staff may feel valued if a businessinvestsin training and development
= Staff are more likely to be flexible andresilient in the face of change

KEEPS

SHOWS EMPLOYEES SKILLS
EMPLOYEES THEY & KNOWLEDGE
ARE VALUED UP TO DATE

FELES TO

REASONS FOR

MEET LEGAL IDENTIFY
REQUIREMENTS T QAT MISTAKES OR
DEVELOPMENT INEFFICIENCY

IMPROVES THE
CONFIDENCE OF
EMPLOYEES

Reasons for training and development
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Well-trained employees are likely to be motivated because they recognise that theiremployer is ,

spending money on their development
Your notes

Motivation theory suggests that employees work more enthusiastically at the things they’re good at
= if employees are trained in managing quality they are more likely to think about how to improve
the standard of the goods they produce

If motivationisimproved through better training labour retentionis also likely to increase
= |f anemployee feels they’re becoming better at theirjob they are far more likely to stay with the
business evenif anotheremployee is offering higherrates of pay because they want to keep
developingin the job they have
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Types of Training Provided by Businesses /

= Different types of training have theiradvantages and disadvantages for the business Your notes

INDUCTION
TRAINING

ON THE JOB
TRAINING

LYPES
OF
TRAINING

OFF THE JOB
TRAINING

Three common types of training that businesses put their new employees through

Induction training

= |nductiontrainingis a type of training that new employees receive when they start working fora
company
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POLICIES

ROLE-SPECIFIC
DUTIES

HEALTH AND
SAFETY
POLICY
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Common elements of induction training

= |tintroduces them to the company, its culture, policies, procedures, and their job roles and
responsibilities
= E.g.whennew employee joins Marks & Spencer they receive induction training that covers
customerservice, product knowledge, store policies, and safety procedures

The Advantages & Disadvantages of Induction Training

= Helps new employees to understand their job
roles andresponsibilities = Canbetime-consuming and expensive to
organise

= |ntroduces employees to the company culture,
policies, and procedures = May not coverall aspects of the jobrole

= |mproves employee confidence and motivation | = May not be effectivein all cases, leading to
employee dissatisfaction and higher turnover
rates
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= Reduces the time taken fornew employees to
become productive

On the job training

= Atype of training that takes place while employees are working in their job roles

= |tallows employees to learn new skills and knowledge from colleagues while performing their job
duties
= E.g.AsouschefatThelvy Restaurantin York may receive on-the-job training from the Chef to
learn how to prepare new dishes, use new equipment, orimprove their cooking techniques

The Advantages & Disadvantages of On the Job Training

= Employeeslearnnew skills and knowledge while
performing theirjob duties = Employees may make mistakes while learning,

which canimpact productivity and quality

= Trainingis tailored to the employee's specific

jobrole andresponsibilities = Canbedisruptive to the workplace asit requires
the trainer to devote time to training the
= Trainingis often more practical and relevant to employee

the employee's job duties
= May not be effectiveinall cases, leading to

= Canbe cost-effective as it takes place during employee dissatisfaction and higher turnover
working hours rates
Off the job training

= Atype of training that takes place outside of the workplace

= |tcanbeintheform of workshops, seminars, conferences, or online courses
= E.g. Teachers can attend exam board training days at which they learn how to better teach the syllabus and help

their students to prepare for their exams

The Advantages & Disadvantages of Off-the-Job Training
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Employeeslearn new skills and knowledge
outside of the workplace, which can bring fresh
ideas and perspectives to the workplace

Training can be tailored to the employee's
specific needs and interests

Training canbe used as areward orincentive for
high-performing employees

Can be cost-effective if trainingis provided
online or through webinars

Can be expensive to organise, especially if travel and
accommodation are required

Employees may miss work while attending
training, which canimpact productivity

The training may not be directly applicable to
the employee'sjob role orthe needs of the firm
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