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The Importance of Employee Motivation
¢ Motivationrefers to the inner desire or willingness that propels a person to take action and

achieve a specific goal or outcome
o Motivation can beintrinsic, coming from within a person (values, beliefs etc)
o Motivation can be extrinsic, coming from external factors (rewards or punishments)

e 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
engaged in theirwork and takeinitiative to meet or exceed their goals

¢ Theywillgenerate higherlevels of output and quality
¢ Increased productivity results in higher profits for the business

2. Theimpact of motivation on the reliability of workers

* Motivated employees are more likely to bereliable and dependable
¢ Theytake pridein theirjob, show up on time, meet deadlines, and take fewersick days
¢ Thisleads toincreasedtrust between the business andits employees and higher

productivity

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

theturnoverrate
e Lowerturnoverrates reduce the need for costly recruitment and training
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Taylor's Scientific Management

¢ Developedby Frederick Winslow Taylorin the early 20th century
¢ [tfocuses on breakingdown complextasks into simplerones, standardising work
processes, and providing workers with clearinstructions and training to achieve maximum
efficiency
+ Many manufacturingbusinesses use Taylor's principles to structure their staff benefits e.g.
piecerate pay
o Productionlinesinvolvinghuman labourare often setup based on these principles

ENSURE THE
SCIENCE, MOST EFFICIENT
NOT RULES WAYS OF

OF THUMB 1 WORKING

ARE USED
SCIENTIFICALLY
TRAIN
EMPLOYEES

PAY BASED
ON RESULTS

DIVIDE WORK
BETWEEN
MANAGERS &
'WORKERS

Taylor's methodstarts with a scientific analysis of what is involvedin a job and then breaks it
downinto parts for which employees can be trained

1. Study and analyse the work process

e Carefully analyse each step of the work process
* Break down complextasks into simpler ones andidentify the most efficient and effective
way to perform each task

2. Standardise the work process

¢ Thisinvolves creating detailed procedures and instructions foreach 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
¢ Train workers to perform their tasks efficiently and effectively
o This trainingincludes both technical skills and the proper attitudes/behaviours
required to be successful (e.gpatiencein arepetitive task)

4. Provide incentives for performance

e Scientific managementemphasises the use of incentives to motivate workers
o This mayinclude bonuses or piece-rate pay
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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 (piecerate pay) e.g.

$0.16 per T-shirt
completed by garment
workers in Bangladesh

Increased efficiency
which lowers costs
Standardised
procedures for work
processes that everyone
follows can helpreduce
errors andinconsistencies
Specialisation of labour
leads to greater efficiency
and productivity

Clear hierarchy andlines
of authority canleadto
more efficient decision-
making and
communication
Improved training and
development canleadto
better performance and
job satisfaction

Overemphasis on
efficiency reduces worker
satisfaction and creativity
Workers may disengage
fromworkiif they are
reducedtoworkingina
machine-like system
Limited applicability as
this approach may not
work forroles thatrequire
high levels of creativity,
problem-solving, or
interpersonal skills
Potential for exploitation
as this approach may be
usedto extract more work
from workers without
compensating them fairly
e.gmany 'sweat shop'
labourers get paid using
this method
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Maslow's Hierarchy of Needs

e 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 FAMLY, OF HEALTH, OF PROPERTY

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.gcomfortable work
environment, access to clean waterand food, and adequaterest breaks

Safety Needs

* Businesses can provide job security, fair pay, benefits, and safe working conditions for
theiremployees

Love and Belonging Needs

* Businesses canencourage teamwork and generate a sense of community and belonging
within the workplace

Esteem Needs

e 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 andinterests 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 thejob done, not havingto bein at a certain time)

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

Disadvantages

¢ Higher employee satisfaction: By
meeting the needs of employees,

businesses can create a more satisfying

work environment which canleadto
increased productivity andlower
turnoverrates

¢ Increased motivation: Businesses can
motivate theiremployees by offering
incentives that align with their specific
needs and desires

¢ Improved employee performance:

Employees who feel valued and supported

by theiremployers are more likely to
performat a higherlevel

¢ Onesizedoes not fitall: Businesses need
to tailortheirapproach to meet the
individual needs of theiremployees

¢ Expensive: Meeting many individual
needs can be costly, especially when
offering perks such as theuse ofa
company car

¢ Time-consuming: Requires significant
effort frommanagementto connect
individually to understand which
opportunities for personal growth are
desired
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Herzberg's Motivation-Hygiene Theory

¢ Herzberg's theory suggests that there are two types of factors that affect employee
motivation andjob satisfaction - hygiene factors and motivators
o Hygiene factors are elements that do notnecessarily lead to job satisfaction, but their
absence can cause dissatisfaction which decreases motivation e.gpoorteamworkin
theworkplace
o Motivators are elements thatleadto job satisfaction and motivation e.g. increased
responsibility

o5 HERZBERG'S o5
DISSATISFACTION TWO-FACTOR SATISFACTION

1 THEORY 1

IMPROVING THE
INFLUENCED BY st INFLUENCED BY
HYGIENE FACTORS EACTORS MOTIVATOR FACTORS

INCREASES JOB

© WORKING CONDITIONS SAUSHCIIZH S ACHEVEMENT

* RECOGNITION

o COWORKER RELATIONS

< POLICIES AND RULES CIIHONELIIA?

s i e IMPROVING THE < WORK ITSELF

* BASE WAGE, SALARY HYGIENE FACTORS JaCn SNCERENT]

’ DECREASES JOB ° PERSONAL GROWTH

DISSATISFACTION

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

How businesses can use hygiene factors to decrease
dissatisfaction

Pay fair wages/salaries

e Ifanemployeeis not paid a fairwage for theirwork, they may become dissatisfied and
demotivated

Offer excellent working conditions

o Iftheworkplaceis dirty, unsafe, oruncomfortable, employees may become dissatisfied
and demotivated e.g Google has a reputation for providing amazing workplaces which
include gourmetrestaurants, laundry services and dog care

Offer employment contracts which provide job security

¢ |Ifemployees feelthat theirjobis not secure, they may become anxious and demotivated
and contribute less to the business goals

How businesses can use motivating factors to increase
satisfaction
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Build arecognition and rewards culture

* When employees 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

* When employees are given opportunities to learn new skills and advance in their careers,
they are motivated to continue working forthe company e.g. setin place a 3year growth
plan which helps the worker move towards a reachjobrole

Provide challenging work which requires problem solving

* When employees are given challenging work that allows them to use their skills and
abilities, they are motivated to continue performing well
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McClelland’s Acquired Needs Theory

¢ McClelland's Acquired Needs Theory focuses on the needs thatindividuals develop over

time

¢ |texplains how these needs influence theirmotivations and behaviour
e People have three acquired needs that drive theiractions and choices in the workplace

andin life

A Summary of McLelland's Acquired Needs

Appreciate
feedback on their
performance

Enjoy tasks that
require problem-
solving

Driven by a sense
of
accomplishment

Motivations Desireto excel & Forming Desire toinfluence &
achieve positive control others/situations
challengingtasks relationships

Bring outthe bestin
Setting & achieving Being happy others/teams
personal goals withinthe
workplace

Behaviours Seek success and Seek approval,
take calculated acceptance Seekleadership positions
risks andsocial

interaction Enjoy beingin control of

Avoid conflict

Prioritise
harmony in their
interactions

Desire for
cooperation
and
collaboration

theirenvironment

McClellandidentified two
types of power needs
o Personal poweris the
desire to control others
o Institutional poweris
the desiretoinfluence
andshape
organisations/systems

* Therelative strength of these needs varies amongindividuals

¢ They can be developed overtime through life experiences, upbringing and cultural

influences
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¢ Understandingindividuals' dominant need can help employers tailor theirapproach to
employee motivation and management

Strengths of McLelland's Acquired Needs Theory

 Themodelis easy tounderstand & apply
o Helps managers to motivate employees in various situations

¢ Recognises that people have varying needs & motivations
o Managers can create more effective motivational strategies

e Basedonextensiveresearch

o McClelland's research was conductedin various cultural contexts so it can be applied

in different settings

Weaknesses of McLelland's Acquired Needs Theory

¢ Does notaccount forthe complexity of human behaviour
o Canbeinfluencedby a widerange of personal and environmental factors

¢ The modelmay oversimplify workers' motivations

o People often have a combination of the three needs

¢ Limited evidence supports the specific needs identifiedin the theory
o Achievement, affiliation and power are not universally agreed upon as the primary
drivers of behaviour
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Deciand Ryan’s Self-determination Theory

¢ DeciandRyan's theory describes why people do what they do
o |tis concernedwith understanding human motivation and the factors that drive
individuals to engagein activities

o Humans have three basic psychological needs that allow them to achieve personal

growth
Deci & Ryan's 3 Basic Psychological Needs
Autonomy Competence Relatedness
e Theneedtohave control e Theneedtofeel capable e Theneedtoconnect with
and make choices in our and effectivein whatwe others andfeel a sense of
work and personal lives do, inside and outside of belongingin each aspect
work of ourlives

¢ Thesethree needs are crucial forintrinsic motivation because they allow people to feel
valued and fulfilled

o This leads to greater well-being and sustained engagement both within and outside
of theworkplace

o If employers understand these needs they can develop staff effectively
o They may also be able to encourage staff to make positive changes for themselves

Strengths of Deci & Ryan's Self-Determination Theory
1. Adaptability

o Recognises thatnot allindividuals are motivated in the same way

o Canbeadaptedtoaccountforvariations in motivation across different cultures

2.Canbe applied to different situations

o Ithasbeenused widely in business, education management, sports coachingand
healthcare

3.Backed by research

o Numerous studies have demonstratedits validity and relevance

Weaknesses of Deci & Ryan's Self-Determination Theory
1. Potential cultural bias

o Its origins arein Western psychology
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o May not fully account for cultural variations in motivation between regions YOURNOTES

!

2. Overemphasis onintrinsic motivation
o Downplays the significance of extrinsic motivators such as financialincentives

3.Lack of clear measurement tools

o Difficultto assess what motivates individual employees as the three psychological
needs areinternal
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Equity Theory YOURNOTES

e JohnAdams's equity theory explains how people perceive and react to fairness in their ]
personal and working relationships

Diagram Which Explains Adams' Equity Theory in the Workplace

Effort Recognition
Commitment Financial Rewards
Reliability Status
Time Fringe Benefits
Inputs Outputs

Scales calibrated
against colleagues

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

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

e There are three possible scenarios in equity theory

Under-Reward Equity Over-Reward
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¢ Individuals feel that they ¢ Individuals perceive a ¢ Individuals believe that
are giving more than they balance between their they arereceiving more
arereceivingin inputs and outcomes thanthey are giving
comparisontocolleagues| e Theyfeelthatthe ¢ They may feel guilty or
¢ They may feelunder- relationshipis fairandjust indebted
rewarded and unfairly e Theyaresatisfledand e Thiscanleadto
treated content discomfortand a desire to
¢ This canleadto feelings of restore fairness
frustration or
dissatisfaction

Restoring Equity in the Workplace
¢ Torestore equity in the workplace individuals may take various actions
o Renegotiate terms and conditions of employment
o Adjusttheircontributions by making more/less effort
o Seeknew opportunities that provide a fairer balance of inputs and outcomes

¢ Businesses may take steps to ensure workers perceive business systems as fair by
o Communicating betterin recruitmentand promotion policies
o Clarifying pay andreward systems
o Providingtraining and development opportunities

Strengths of Adams's Equity Theory

1.Easy tounderstand

o Mostpeople have aninherent sense of fairness and grasp the concept of equity
2.Recognises individual differences

o What one person perceives as equitable may not be the same foranother
3. Highlights the importance of social comparisons

o People often compare theirsituation to others

Weaknesses of Adams's Equity Theory

1.Itis subjective

o What one person considers fairmay differ from another's perspective
2.lgnores otherinfluences on behaviour

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

3. Over-simplification
o Real-life working scenarios often involve variables and factors that Equity Theory does

not consider
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O Exam Tip YOURlNOTES

*  Don'tconfuse equity with equality

Equity is fairness. Employees may be paid different rates forvery goodreasons
such as experience, skills or qualifications

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

This would not be fair at all

Page 15 of 44

©2015-2023 Save MyExams, Ltd. -Revision Notes, Topic Questions, PastPapers



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

1, SaveMyExams

Headtosavemyexams.comfor more awesomeresources

Expectancy Theory

¢ Vroom's Expectancy theory seeks to explain why people make choices and behavein

specific ways

¢ |tsuggests thatmotivation depends on these three factors working together

o Expectancyis the belief that effort leads to performance

o Instrumentality is the belief that performance leads to outcomes

o Valenceis the value or desirability of those outcomes

Diagram which demonstrates Vrooms Expectancy Theory

o5 Expectancy Theory of Motivation

@o

N

Valence
‘ Instrumentality
‘ Expectancy
The Three Components of Vroom's Expectancy Theory
Expectancy Instrumentality Valence

o Effort willlead to
successful performance
o If aworkerbelieves

that hard work will
resultin achievinga
specific goalthey are
likely to be motivated
to putin that effort

e Successful performance
willberewarded
o |faworkeris
confident thathard
work willleadto a
desirable
outcome/rewardthey
aremorelikely tobe
motivatedto perform
well

¢ Thepotential outcomeis
desirable

o Themorevaluable or
appealing the
outcomethemore
motivated workers
aretoachieveit
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¢ Wherelow motivation is identified managers may take steps toimprove one or more of YOURNOTES
the components forindividuals l
e Thesesteps mayinclude
o Improve training and development toincrease the expectancy score
o Increase trust between management andworkers by ensuring that promises are kept
- this may increase the instrumentality score
o Widen the package of rewards available for good performance to improve the
valencescore

Strengths of Expectancy Theory
e Thetheory takesinto account personal differences and considers them when explaining
motivation
¢ Clearandlogical framework forunderstanding motivation by breaking it downinto three
key components
¢ |temphasises theimportance of involving employees in the goal-setting process

Weaknesses of Expectancy Theory

e Thetheoryis basedon subjective perceptions/beliefs so it may not always accurately
predict behaviour

¢ Individuals' perceptions andvalues canvary

¢ |tprovides a framework forunderstanding motivation rather than precise predictions
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LabourTurnover

Labour Turnover
e Labourturnover measures the proportion of employees leaving a business duringa
specific time period
e |tis expressedas a percentage 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

e Arisingrate of labourturnover can signalinternal human resource management problems
suchas

o Poor management leading to workers losing commitment

o Apoorrecruitment and selection approach leading to staff leaving soon after
starting theirjob

o Lowwagelevels comparedtothose that could be earned elsewhere

¢ External factors canalsoincreaselabourturnoverinabusiness
o Abuoyantlocaleconomy where workers are attracted to employment
opportunities elsewhere
o Improved transport links that provide an opportunity forworkers to seek work across
awider geographical area

The Consequences of high Labour Turnover

¢ Increasedrecruitment and selection ¢ Workers with existing skills can be
costs recruited toreduce the need for training
¢ Increasedinduction andtraining costs ¢ Newideas andcreativity introducedto the
o business
¢ Lowerproductivity levels as workers settle
intonew roles ¢ New perspective and approaches to
problem-solving canimprove business
performance
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*> Worked Example
[

In 2022 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 thelabourturnover of Domus Construction's head officein 2022. (3
marks)

Step 1: Calculate the number of head office workers

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

Step 2: Apply thelabour 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

e Labourretention measures the proportion of employees remaining with a business
during a specific time period
e |tis expressedas a percentage andis calculated using the formula

Number of Staff Remaining
Total Number of Staff

Labour Retention = 100

¢ Ahighlevel of labourretention means that few staff areleaving the business during a
given period
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YOURNOTE
*> Worked Example OURNOTES

° l
In2022 Westington College employed 4,240 employees, 265 of whom left the

college duringthe year

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

Step 1: Calculate the number of employees not leaving

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

Step 2: Calculate theretentionrate using the formula

) Number of Staff Remaining
= X
Labour Retention Total Number of Staff 100

(1mark)

3,975
4,240

Labour Retention = = 0.9375 X 100 = 93.75%
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AnIntroduction to Employee Appraisals

o Staffappraisalis a process where a managerorsupervisor assesses an employee's job
performance

Diagram Which Explains the Typical Points of Discussion in Employee
Appraisals

How can we
support you to
improve?

What has gone
well this year?

What training do
you need to help
you to improve?

Appraisal Discussion

Which skills
have you
developed?

Where do you see
yourselfina

year’s time?

Which skills
require further
development?

What are your
professional
goals?

What has most
affected your
performance?

What has not
gone so well for

you?

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

e Performanceis measured against the tasks and responsibilities statedin the employee's
job description

e Constructive feedback s given and thereis a discussion of goals and development
opportunities

Advantages and Disadvantages of Employee Appraisals

Advantages Disadvantages
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¢ Feedback & Communication
o Structured platform formanagers to
give constructive feedback on
employee performance
o Open & honest communication
helps to address concerns & set
expectations

e Subjectivity

o Canbeinfluencedby personal
biases or prejudices of the appraiser

o Managers may evaluate employees
differently based on personal
relationships or perceptions

¢ Performancelmprovement

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

o Encourages self-awareness and
self-improvement

¢ Anxiety & Stress

o Employees may fear feedback or
potential negative consequences

o High-stakes appraisals canleadto
demotivation orperformance
anxiety

¢ Recognition & Motivation

o Recognises & rewards employees for
theirachievements & contributions

o Opportunity to acknowledge
employees' hard work & dedication

¢ Time-Consuming

o Takes both managers and employees
away from other productive work

o Fillingout forms and conducting
meetings can be cumbersome

¢ Decision-Making
o Supports decisions related to
promotions, salary increases &
bonuses based on merit
o ldentifies high-potential employees
forleadership development

¢ Inaccuracies

o Maynotaccuratelyreflectan
employee's performance duetoa
lack of objectivity

o Theprocess may fail to capture the
fullrange of an employee's
contributions and skills
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Formative Appraisal

o Aformative appraisalinvolves gathering ongoing information and feedback on employee
performance
o Managers and workers have regular performance management conversations
o Prompt adjustments can be made toimprove performance
o Methods usedto gatherinformationfor formative appraisal may include
= employee observations
= aptitudetests
= skills tests
= feedbackfrom peers
o Formative appraisalis commonly used during training or probation periods

Characteristics of Formative Appraisal

Characteristic Explanation

Ongoing Feedback e |tis conducted continuously throughout the period of
employment ortraining

* Workers receive feedback on their progress, identify areas for
improvement and make necessary changes to enhance
performance

Improvement-Oriented | ¢ Theprimary goalis to help workers make improvements
e Providesinsightsintowhatis/is not working well

No or Low Stakes ¢ Assessmentsin formative appraisal do not heavilyimpact a
worker's employment

e Minimal pressure on employees encourages them to focus on
improvement

Timely Feedback ¢ Specific, constructive and actionable feedbackis provided

promptly
e Workers can useit to makeimmediateimprovements

Employeelnvolvement | ¢ Employees are encouraged tobe activelyinvolvedin the
process

¢ Theymay self-assess, set goals andreflect on theirown
progress towards goals
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Summative Appraisal

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

e |ts main purposeis to assess and measure the overall performance, achievement or
outcomes of employees

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

Key Characteristics of Summative Appraisal Include

Characteristic

Explanation

Endpoint Assessment

e Summative appraisal occurs at the end of the year, cycle or
project
o Teacherperformanceis appraised following the publication
of examinationresults
o Performance of sales staffis often measured monthly or
quarterly

Evaluation of
Achievement

¢ |tfocuses ontheoverall outcomes and results achieved by the
employee
o Teacherperformanceis measured againsttheresults
achieved by students in examinations
o Performance of sales staffis usually measured against the
volume orvalue of sales achieved

High-Stakes

¢ |tcanhavesignificantconsequences such as determining pay,
promotion or continued employment
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360 Degree Feedback

e 360 Degree feedback provides employees with feedback from within and outside their
organisation
o Feedback comes from multiple stakeholders who have direct contact with the
employee
o Stakeholders mayincludeline managers, colleagues, suppliers and customers

Diagram Which lllustrates the 360 Degree Feedback Process

Supervisor/ Self

Manager /a Assessment

360-Degree
Suppliers/ Appraisal
Partners Sou rcey Colleagues
Subordinates Customers

360 degree feedback can be collected from arange of internal and external sources

¢ Feedbackcanbe gatheredfrom arange of internaland external sources
o Feedbackis typically gathered through surveys or questionnaires
o Responses are usually anonymised to encourage honest feedback
o Afterfeedbackis collecteditis shared with the employee in the appraisal process

¢ |tis consideredto provide a comprehensive assessment of anindividual's strengths,
weaknesses and training/development needs

The Main Uses of 360 Degree Feedback

Performance Appraisal Personal Development

¢ Evaluateanemployee's performanceand | e Identify areas forimprovementandhelp

contributions employees improve their skills
Career Development Leadership and Management Development
e Assistindividualsin career planningand e Assess anddevelopleadershipand
advancement within the organisation managerial skills

Page 25 of 44

©2015-2023 Save MyExams, Ltd. -Revision Notes, Topic Questions, PastPapers

YOURNOTES
i


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

1, SaveMyExams

Headtosavemyexams.comfor more awesomeresources

e 360 Degree feedback can be a valuable tool when used effectively YOURNOTES
o Itshouldbeimplemented carefully to ensure thatit servesitsintended purpose and 1
does notleadto conflicts orresentment
o |tis essentialtohave a clear process for collecting, analysing and providing
feedback andto use theinformation obtained foremployee development

Page 26 of 44

©2015-2023 Save MyExams, Ltd. -Revision Notes, Topic Questions, PastPapers



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

1, SaveMyExams

Headtosavemyexams.comfor more awesomeresources

Self-appraisal

o Self-appraisalinvolves employees evaluating their own performance, skills, strengths,
weaknesses and achievements

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

o 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 e Employee describes accomplishments and contributions made
during a specific period
o This mayinclude projects completed, goals met ortasks
successfully accomplished

Strengths e Employeeidentifies strengths, skills and capabilities that have
been valuable to the organisation

Areas for e Weaknesses orareas where the worker believes they can make
Improvement positive changes areidentified
o This may include acquiring new skills, addressing specific
shortcomings orimproving behaviours

Goals & e Setgoals forfutureimprovement and outline plans to achieve them
Development Plans o This mayinclude training or skills development
Self-Reflection e Employeereflects on theiroverall performance

o Evaluates how it aligns with organisational goals/values

The Value of Employee Self Appraisals

e Theprocess canleadtoincreasedself-awareness

e Theprocess provides an opportunity foremployees to share their perspectives and goals
with their supervisors, which can promote open dialogue

e Theprocessidentifies areas that needimprovement and by setting clear goals forthe
future, it supports professional growth and development

e Theprocess canbalance outthe evaluation process as it allows employees to express their
viewpoints and provide context/balance
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AnIntroduction to Recruitment

¢ Recruitment is the process of attracting and identifying potentialjob candidates who are
suitable fora particularrole
o Recruitmentactivities include job advertising, job fairs, social media outreach and
referrals from current employees
o The goal of recruitmentis to create a pool of qualified candidates who can be
consideredfortherole

e Selectionis the process of choosingthe best candidate
o Selection activities often involve reviewing CVs and conductinginterviews or
assessmenttasks
o The goal of selectionis to hire the most suitable candidate for the job

Diagram Which lllustrates the Recruitment and Selection Process

SOURCE RECEIVE
IDENTIFY IF APPLICATIONS
APPLICANTS WILL COLLATE CV’s

BE RECRUITED AND COVER LETTERS.

INTERNALLY OR MAKE A SHORTLIST

EXTERNALLY ADVERTISE TO INTERVIEW
USE THE MOST

COST EFFECTIVVE
METHODS TO
REACH POTENTIAL
CANDIDATES
e.g. LINKEDIN

DEFINE

THE ROLE,
INCLUDING THE

JoB DESCRIPTIONJ

Therecruitment andselection process is focusedon sourcing the best person for ajob role

SELECTION

MAY INCLUDE

INTERVIEWS OR

ASSESSMENT
TASKS

1. Define therole

¢ Businesses should determine exactly whatis required and part of thatis developing a job
description and a person/job specification
o 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.
o Ajob descriptionoutlines the duties, responsibilities, and requirements of a particular
job

2. Determine the best source of candidates
e Thebusiness can advertise therole internally, externally, ora combination of both
o 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
o External recruitment is the process of hiring employees from outside the organisation

= External recruitment can bring fresh ideas, experiences and perspectives to the organization
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e These methods are considered in more detail below YOURNOTES

3. Advertise !

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

¢ Dependingon the 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
Supplementis one of the main publications usedto recruit teaching staff

4. Receive applications

e Theapplication stageinvolves collectinginformation from potential candidates
¢ These methods are discussed fully below
e Someone within the business must be nominated to manage the application process
o This person (possibly togetherwith others) will draw up a shortlist of candidates from
the many applications received
o Theshortlistusuallyincludes 3-5 candidates who areinvited 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
thebestcandidate

¢ Themostcommonly used methods are discussed fully below
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Internal & External Recruitment YOURNOTES

¢ Businesses often use a combination of internal and external recruitment methods, l
depending on the nature of the job and the availability of suitable candidates
 Themethodchosenwillalso depend on the organisation's goals, the level of the position
being filled and theindustry in which it operates

Internal Recruitment Methods

¢ Internalrecruitmentinvolves the promotion orredeployment of staff to filla vacant post

* Vacancies are advertisedinternally on staff notice boards, in newsletters orviain-house
electronic communications

¢ Recruitinginternally has arange of advantages and disadvantages

Advantages and Disadvantages of Internal Recruitment

Advantages Disadvantages

e Canleadtoconflict orresentment
o May affect motivation and working
relationships between
successful/rejectedinternal
candidates

¢ Internalcandidates are already familiar
with business culture and processes
o Canadapttotherole quickly
o Little needforinduction training

¢ Business has a goodunderstanding of
the candidate's strengths, weaknesses,
skills & aptitudes
o Lessrisky than employing an external
candidate whose abilities areless
well-known

¢ Afurthervacancy is created when an
employeeis promoted/redeployed
o Externalrecruitment may be
necessary to fillvacatedjobroles

¢ Opportunities to progress can be
motivating for existingemployees
o Improves loyalty & commitment

¢ Alimited number of suitable applicants
may be available internally

* Cheaperandquickerto promote or
redeploy existing staff ratherthan recruit
externally

* Missedopportunity toinject newideas,
experience or skills into the business

External Recruitment Methods

e |favacancy cannot befilledinternally it will be necessary to look outside of the business to

find suitable candidates

o Newskills, experiences and ideas can beintroduced to the business
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o Some methods are expensive andit can be difficult to target the desired audience YOURNOTES
!
A Comparison of External Recruitment Methods
Method Explanation
Referrals/Personal e Currentemployees may recommend a suitable candidate
Recommendations foravacancy
e Employees may berewarded if a candidateis successfully
appointed
Online Advertising e Vacancies canbe advertised on a businesses own

website oron a specialist recruitment website such as
Glassdooror CharityJobs.com
e This methodis relatively low-costs with a widereach

Newspaper Advertising e Adverts to attractlocal candidates can be placedin
district orregional newspapers

» High-profile vacancies such as public sectorroles may be
advertisedin national newspapers

e Although relatively expensive these adverts can be highly
targeted

Specialist Trade Publications | ¢ Roles are advertisedin magazines ornewsletters
commonly read by professionals in a particularindustry

e Exampleinclude fashionindustry journal Drapers and
educationjournal The Times Educational Supplement
(TES)

Employment Agencies e Specialistrecruitmentagents advertise roles on behalf of
the business

e Somealso conductinterviews or other selection activities

e Arecruitment feeis charged when the business appoints a
candidate

Headhunting ¢ Aheadhunting agency makes attractive approaches to
highly-qualified specialists in a particularindustry/with
desired skills, experience orknowledge

e Asignificant feeis payable once a candidateis appointed

Job Centres e Lowlevelvacancies can be advertised free of charge in
government-funded centres andincreasingly online
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Careers Fairs

e Events often hosted by universities orindustry bodies to

promote available opportunities
¢ Attract significant numbers of highly-qualified,

interested candidates

¢ Externalrecruitment overcomes some of the disadvantages of internal recruitment

¢ Howeveritis often more expensive than internal recruitment

e Thereis also a greater degree of uncertainty as external candidates are unknown to the

business

Applying fora Job

e Bothinternaland external candidates typically apply foradvertised roles by submittingan

applicationform

Alternatively candidates are asked to submit a curriculumvitae (CV) with an

accompanying cover letter

Application Form

Curriculum Vitae (CV)

CoveringLetter

Astandardised form
designed by therecruiter
to collect the same details
from each candidate

Responses are collected
in a consistent format and
comparisonis
straightforward

Alargevolume of
candidates canbe
narrowed down for
interview

Aprofessional document
compiled by the
applicant

Details career experience,
key skills and strengths

Includes qualifications
and
character/professional
referees

Provides contact details
fortherecruiterto getin
touch with the applicant

Aletterthataccompanies
thecandidate's
applicationformorCV
Givesreasons for
submitting an application
Draws attentionto the
applicant's particular
suitability fortherole
Allows recruiters to sift
applications without
having tocompare
detailed application
forms/CVs

Selecting the Right Candidate

e Arange of methods may be usedto make a choice between job applicants
e Business commonly use a combination of these methods

Diagram that Shows a Range of Common Selection Methods
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Selection
Methods

Businesses commonly use interviews to select their chosen candidate alongside testing,
portfolio reviews and gathering references

Interview Testing
e Astructured meetingbetween a ¢ Pre-employment assessments thatcan
candidate and a potential employer assess candidate integrity, suitability for
¢ Canbeconductedin-person, by the job, aptitude or specific skills
telephone oronline e Canhelpabusinesstogaugewhethera
¢ |ts purposeistoassessthecandidate's candidate would be agood fit within the
qualifications, skills, experience and existingteam
suitability fora particularjob orrole within | e Theycanassess problem-solving and
the business critical thinking skills giving employers an
idea of a candidate's potential
Portfolio References
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¢ Candidates arerequired to submita ¢ Referees vouchforacandidate's skills, YOURNOTES
selection of their best work forrecruiters work ethic and overall suitability for the {
toreview position
e Thisis commonly usedto select ¢ Referees shouldknow candidatesina
candidates for creative or artistic roles professional capacity andbe able to
e Businesses canidentify whethera speak positively about their abilities
candidate's experience and style would o Referees areusuallylisted onthe
be agood fit with its own approach applicationformor CV
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Types of Financial Rewards

Financial Rewards to Improve Performance

e Financialrewards are payments given to employees inreturn for theirlabour - or
improved performance

Copyright © Save My Exams. All Rights Reserved

Examples of financial rewards

Types of Financial Incentives & Their Links to Motivational Theory

Piecework

Employees are paid accordingto the
number of units or pieces they
produce

Commonly used in manufacturing or
assembly-line settings and
encourages workers toincrease their
outpute.g.garmentfactoriesin
Bangladesh use this

¢ Taylor's Scientific
management

Commission

Apercentage of sales revenue paid to
workers who sell products orservices

Commonlyusedinsalesroles and
motivates staff to increase their sales
revenue

e Hygienefactorin Hertzberg's
Theory

e ConnectstoEsteemNeedsin
Maslow's Hierarchy
(salesperson of the month)
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Bonus ¢ Anadditional paymentis giventostaff | ¢ ConnectstoEsteemNeedsin
as areward forachieving specific Maslow's Hierarchy
goals, completing projects on time, or (achievement)
exceeding performance expectations
¢ Herzbergbelieved that
Motivates staff towork harderand bonuses as the main form of
achieve betterresults paymentwould negatively
influenceindividual
behaviourin the workplace
(this was part of the problemiin
the bankingindustry leading
up tothe 2008 financial
crash)
Profit share Aportion of the company's profits are ¢ MotivatorinHerzberg's
distributed among staff Theory as it creates buyinto
increased responsibility
This encourages themto think like (help the organisation
owners, work collaboratively and succeed; be an owner)
focus onthe company's overall goals
Performance- Staff are paid based on their ¢ HygieneFactorinHerzberg's
related pay performance which (theoretically) theory - andhas been proven
motivates staff to work harder and to cause significant
achieve betterresults dissatisfaction when utilised
This form of payment has been
severely criticised as discriminatory
andopen to abuse by managers
Fringe Financialrewards received by e Fringe benefits may link to ego
Benefits employees other than wages or salary needs in Maslow's hierarchy

such as medicalinsurance, acompany
vehicle or private pension plan

of needs especially if they are
linked to employees' position

in the organisational hierarchy

Page 36 of 44

©2015-2023 Save MyExams, Ltd. -Revision Notes, Topic Questions, PastPapers

YOURNOTES
i


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

1, SaveMyExams

Headtosavemyexams.comfor more awesomeresources

Wages &
Salaries

Wages are usually paid to workers on
the basis of hours worked (timerate) or
items produced (piecerate)

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

e Connects to safety
needs in Maslow's hierarchy
of needs and acts as
ahygiene factorin
Hertzberg's two-factor
theory

¢ Equitable and sufficient payis
required to avoid staff
dissatisfaction andretain
workers
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Non-financial Rewards to Improve Performance

¢ Non-financialrewards are motivators not directly related to money

e

Copyright © Save My Exams. All Rights Reserved

Examples of non-financial rewards

e Theseincentives are usually intangible andinclude methods thatlead to recognition,
praise, job satisfaction, and better work-life balance

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

Empowerment, e« Involves giving staff the authority and
resources to make decisions and take e Maslow's 'Esteem' Needs as

action without firstreceiving staff contributionis valued
management approval
¢ A'motivator'in Herzberg's
¢ Increases staff sense of ownership and Two FactorTheory (increase
responsibility, leading toimproved inresponsibility)
productivity

Teamworking | e Involves creating opportunities for staff

towork collaboratively ¢ Maslow's Love & Belonging,

as wellas Esteem Needs

* Staff canshareideas and expertise,
leading toimproved productivity and
innovation
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Job enrichment

Involves adding more challenging or
meaningful tasks to ajob

Staff feelmore motivated and engaged,
leading toimproved productivity

¢ A'motivator'in Herzberg's
Two Factor Theory

Job rotation

Involves moving staff between different
roles in the business

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

¢ A'motivator'in Herzberg's
Two FactorTheory (the work
itself)

Job
enlargement

Involves expanding staff's job duties
toinclude additional tasks or
responsibilities

Engagingwith a variety of tasks can
increase motivation andjob
satisfaction, leading toimproved
productivity

¢ Mayo's Human Relations
Theory asitencourages the
development of staff

¢ A'motivator'in Herzberg's
Two factorTheory (the work
itself)

(') Exam 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 ora team of creative
designers?

2.TheIndustry norms: Does the data provide any insightinto what competitors
aredoing?

3.Thebalance of the compensation package: ideally it shouldinclude
appropriate financial and non-financial incentives to maximise employee
productivity andretention.

The case study usually provides good data which helps you to answerthe above
questions sorefertoit as supporting evidence.
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YOURNOTES

l
Reasons why Firms Train & Develop Their Employees

¢ Businesses needtomake surethatnew and existing staff are trained and developed
appropriately

o Trainingis the teaching of new skills

o Developmentis theimprovement of existing skills

+ Awell-trainedworkforceis important for severalreasons
o Well-trained staff are likely to be more productive

o Staff may feel valued if a business invests in training and development
o Staffare morelikely to be flexible andresilientin the face of change

SHOWS
EMPLOYEES THEY
ARE VALUED

KEEPS
EMPLOYEES SKILLS
& KNOWLEDGE
UP TO DATE

REASONS FOR

HELPS TO

MEET LEGAL
REQUIREMENTS

IDENTIFY
TRAINING & MISTAKES OR
DEVELOPMENT INEFFICIENCY

IMPROVES THE
CONFIDENCE OF
EMPLOYEES

Reasons for training and development

¢ Well-trained employees are likely to be motivated because they recognise that their
employeris spending money on their development

e Motivation theory suggests that employees work more enthusiastically at the things
they’regood at

o ifemployees are trained in managing quality they are more likely to think about how to
improve the standard of the goods they produce

¢ |f motivationisimproved through bettertraininglabour retentionis alsolikely toincrease
o If an employee feels they’re becoming better at theirjob they are farmore likely to stay

with the business even if anotheremployeeis offering higherrates of pay because
they want to keep developingin the job they have
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Types of Training Provided by Businesses YOURNOTES
« Different types of training have theiradvantages and disadvantages for the business l

INDUCTION ON THE JOB
TRAINING TRAINING

OFF THE JOB
TRAINING

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

Induction training

¢ Induction trainingis a type of training that new employees receive when they start working
foracompany

IT & FINANCE
POLICIES

ROLE-SPECIFIC
DUTIES

HEALTH AND
SAFETY
POLICY

Common elements of induction training

e |tintroduces them to the company, its culture, policies, procedures, and theirjobroles and
responsibilities
o 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
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Helps new employees to understand their
job roles andresponsibilities

Introduces employees to the company
culture, policies, and procedures

Improves employee confidence and
motivation

Reduces the time taken fornew
employees to become productive

e Canbetime-consumingandexpensive to

organise

¢ Maynot coverallaspects of thejobrole

e Maynotbe effectivein allcases, leading

to employeedissatisfaction and higher
turnoverrates

On the job training

¢ Atype of training that takes place while employees are working in theirjob roles

» |tallows employees tolearn new skills and knowledge from colleagues while performing

theirjob duties

o E.g.Asous chefatThelvy Restaurantin York may receive on-the-job training from
the Chef tolearn how to prepare new dishes, use new equipment, orimprove their

cooking techniques

The Advantages & Disadvantages of Onthe Job Training

Advantages

Disadvantages

Employees learn new skills and knowledge
while performing theirjob duties

Trainingis tailored to the employee's
specificjobrole andresponsibilities

Trainingis often more practical and
relevant to the employee's job duties

Canbe cost-effective asittakes place
duringworking hours

¢ Employees may make mistakes while

learning, which canimpact productivity
and quality

Canbedisruptive to the workplace as it
requires the trainer to devote time to
training the employee

May not be effectivein all cases, leading to
employee dissatisfaction andhigher
turnoverrates

Off the job training
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¢ Atype of training that takes place outside of the workplace YOURNOTES
!

¢ |tcanbeintheform of workshops, seminars, conferences, oronline courses
o 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

Advantages Disadvantages

Employees learn new skills andknowledge| e Can be expensive to organise, especially if
outside of the workplace, which can bring travel and accommodation are required
freshideas and perspectives to the

workplace » Employees may miss work while attending
training, which canimpact productivity

Training can be tailored to the employee's

specific needs andinterests « Thetrainingmay not be directly
applicable to the employee's jobrole or
 Training canbeused as areward or the needs of the firm

incentive for high-performing employees

Canbe cost-effectiveif trainingis
provided online or through webinars
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