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SECTION A: (20 MARKS)
Answer all Questions in this section
Question One
(a) In the communication process, what is the conversion of a sender's idea into words, symbols, or gestures called?  (2 marks) 

(b)  Which part of a standard business letter contains the writer's address and logo? (2 marks) 

(c) What is the stage in the listening process where the listener attaches meaning to the message called? (2 marks)   

(d) What is the primary advantage of written communication over oral communication? (2 marks) 

(e) Briefly define the term 'Active Listening'.  (2 marks)

(f) Name one common non-verbal form of communication. (2 marks) 

(g) Give two disadvantages of delayed feedback (2 marks)

(h) Define communication (2 marks) 

(i) Mention two examples of interviews (2 marks)

(j) Define non-verbal communication (2 marks)








SECTION B: (80 MARKS)
Instructions: Answer any four (4) in this section

QUESTION TWO 
Your organization experiences barriers to effective communication and Management has tasked you to design a communication process to solve the challenge.
(a) Discuss five of such barriers (10 Marks) 
(b) Use a diagram to perform the task (10 Marks)

QUESTION THREE
It has been discovered that most of the students miss lessons. You have been instructed to write a memo to warn students on the consequences of their actions.
a) Prepare the document in the scenario (14 Marks)
b) Explain three benefits o fusing the document you wrote in 3(a).  (06 marks) 

QUESTION FOUR 
During a meeting organized for staff at Bata Shoe company to orient employees about the importance of maintaining friendly relations at work, the Human Resource Manager chose to use oral communication. Some employees think this his information should have been put in writing due to the limitations associated with the form of communication which he used.
a) Explain five advantages for the form of communication which the Human Resource Officer used. (10 Marks) 
b) Analyse five limitations for the form of communication that the officer used. (10 Marks)

QUESTION FIVE
The new guild President of your institution was invited to address students during a guild assembly on the state of students’ welfare at the institute. When he rose to speak however, he felt nervous and afraid to speak.
a) Discuss five causes of feelings which the speaker developed (10 Marks) 
b) Outline five possible measures that can be taken to avoid felling the way he did. (10 Marks)

QUESTION SIX 
The students’ Association at your institution is organizing for a handover ceremony to the newly elected leaders next month. The Chairperson has asked you to invite all members a meeting in the main hall at 4:00 p.m.
a) Write an agenda with six items for the meeting (14 Marks) 
b) Write a notice inviting members (06 Marks)



QUESTION SEVEN 
An organisation has two main communication channels: a hierarchy and an informal communication network (grapevine).
a) Differentiate between Formal Communication and the Grapevine (Informal Communication), providing two advantages and two disadvantages for each. (10 Marks) 
b) Explain the five (5) elements/levels/forms of Formal communication. (10 marks)


END
































MARKING GUIDE – INTRODUCTION TO HRM

QUESTION 1 (a)
1. (i)  Meaning of HRM (1 marks)
· HRM refers to the strategic management of people to achieve organizational objectives.
· It involves acquiring, developing, motivating, and retaining employees.
· HRM ensures effective and efficient utilization of human resources.
Meaning is 1 Mark
(ii) . Roles of HRM not fulfilled in the case (6 marks)
1. Strategic role 
1. Staffing role 
1. Employee welfare role 
1. Training and development role 
1. Performance management role 
1. Employee relations role 
1. Administrative role 
Each role given is 1 mark 1x2 = 2 marks
(iii) . Objectives of HRM not achieved (6 marks)
1. Ensuring organizational effectiveness
1. Attracting and retaining talent Motivating employees 
1. Developing employee competencies 
1. Maintaining good employee relations 
1. Compliance with HR policies and procedures 
Each objective given is 1 mark 1x2 = 2 marks

1. From the scenario, list two importance of HRM to organizational performance and employee wellbeing. (2 Marks)
1. Ensures clear communication of expectations, reducing confusion and conflict.
1. Improves productivity by supporting performance management.
1. Enhances employee motivation and engagement.
1. Prevents high turnover by addressing employee needs.
1. Contributes to organizational stability through proper structures.
1. Supports compliance with labour laws and professional standards.
1. Helps teams collaborate through coordination of roles and responsibilities.
1. Ensures training and skills development.
1. Reduces costs associated with inefficiency, conflict and duplication.
1. Contributes to organizational competitiveness and long-term growth.
Each listed importance is 1 mark 1x2 = 2 marks

1. State two ways how HRM has evolved from traditional personnel management. (2 Marks)
1. Personnel management was mainly administrative and reactive; HRM is strategic and proactive.
1. Personnel management focused on record-keeping and compliance; HRM focuses on engagement, development, and productivity.
1. HRM includes workforce planning, recruitment, and talent management.
1. HRM emphasizes continuous training and career development.
1. Modern HRM uses technology (HRIS, performance systems).
1. HRM integrates motivation, employee relations, and performance improvement.
1. HRM partners with line managers in decision-making and change.
1. HRM fosters organizational culture and values; personnel management was control-oriented.
Each evolution is given 1 mark ½ = 2 marks

1. Identify and list two outdated personnel practices still present at BrightWave. (2 Marks)
1. Manual record-keeping and filing.
1. Focus only on appointment letters and leave processing.
1. No structured induction or onboarding.
1. Ad hoc recruitment, no competency-based selection.
1. Performance appraisals done as a formality.
1. No training or career development.
1. Poor communication on roles.
1. Minimal involvement in conflict resolution or engagement.
Each identified outdated practice is 1 mark ½ = 2 marks

1. Using the case, outline two changing role of HR (2 Marks)
1. HR’s role is shifting from administrative to strategic.
1. HR must lead organizational change and transformation.
1. HR needs to support digitalization and modernization.
1. HR must provide strategic workforce planning.
1. HR should partner with management in decision-making.
1. HR must strengthen culture, values and employee experience.
1. HR must provide accurate HR data for business planning.
1. HR must build talent pipelines for organizational growth.
1. HR must champion employee engagement and wellbeing.
1. HR must act as an advisor to line managers.
Each changing role of HR given is 1 mark 1x2 = 2 marks

1. Identify two reasons why HR might resist adopting a strategic role. (2 Marks)
Reasons for resistance (5 marks)
· Lack of skills
· Fear of losing control
· Comfort with administrative tasks
· Limited management support
Each given reason is 1 mark 1x2 = 2 marks


1. Based on the story, briefly highlight on the concept of an organization (1 Marks)
· A structured system where people work together 
· Towards defined goals 
· Through coordinated activities 
Understanding of the concept = 1 mark

1. Why is it important for staff to understand the structure, purpose, and processes of an organization? (2 Marks)
1. Reduces conflict
1. Improves teamwork
1. Encourages accountability
1. Enhances efficiency
1. Promotes mission alignment
Each importance is 1 mark 1x2 = 2 marks

1. List two HR interventions could strengthen cross-department understanding? (2 Marks)
· Team building
· Communication sessions
· Cross-departmental activities
· Orientation and ongoing briefings
· Clarifying job roles
Each intervention is 1 mark 1x2 = 2 marks
TOTAL = 20 MARKS

SECTION B
(a) Explain three importance of Human Resource Planning (HRP) for VisionTech Uganda (6 marks)
1. Ensures adequate staffing 
1. Prevents skill shortages 
1. Reduces turnover and recruitment costs 
1. Supports strategic growth 
1. Facilitates succession planning 
1. Improves productivity and efficiency 
Each correct point = 2 marks (2x3 = 6 marks)

(b) Discuss three factors that could affect recruitment and selection in the company (6 marks)
1. Skill availability in the labor market 
1. Company reputation/Employer branding
1. Compensation and benefits 
1. Technological requirements 
1. Economic conditions 
1. Internal HR policies 
1. Legal/regulatory framework 
Each correct point = 2 marks (2x3 = 6 marks)

(c) Suggest two effective recruitment and selection methods for hiring software developers (4 marks)
1. Online recruitment/Job portals 
1. Employee referrals 
1. Campus recruitment 
1. Technical assessments/tests 
Each correct point = 2 marks (2x2 = 4 marks)

d) Explain how induction, orientation, and probation can help new employees integrate successfully (4 marks)
1. Induction – Introduces new employees to company culture, policies, and systems, helping them feel welcome.
1. Orientation – Provides role-specific training and guidance, clarifying expectations and responsibilities.
1. Probation – Allows both employer and employee to assess suitability, performance, and adjustment to the role.
1. Integration benefits – Reduces anxiety, improves productivity, and promotes commitment to the company.
Each correct point = 2 marks (2x2 = 4 marks)
TOTAL = 6+6+4+4 = 20 MARKS

QUESTION 3
1. Explain the concept of motivation in relation to Abraham Maslow’s Hierarchy.
1. Physiological: need for sufficient pay (salary increase)
1. Safety: need for job insecurity 
1. Social: need for teamwork/support (belonging)
1. Esteem: need for recognition 
1. Self-actualization: need for growth opportunities 
Each correct point = 2 marks (2x5 = 10 marks)

1. Suggest two non-financial motivators that the school can use.
1. Recognition
1. Flexible schedules
1. Training
1. Career growth
1. Safe environment
1. Promotion
1. Social relations/teamwork
Each correct point = 2 marks (2x5 = 10 marks)
TOTAL = 10+10 = 20 MARKS

QUESTION 4
1. Explain three difference between training and development, using Nile Bank as an example. 

	Training
	Development

	1. A planned effort to improve employees’ skills and performance in their current job.
	1. A long-term process aimed at improving an individual’s overall growth and ability for future roles.

	1. Present job performance
	1. Future career growth

	1. Short-term
	1. Long-term

	1. To enhance job-related skills and efficiency
	1. To prepare for higher responsibilities

	1. Practical and specific
	1. Broad and strategic

	1. For all employees
	1. Mainly supervisors and managers

	1. Train to use a new system
	1. Groom for managerial position


Each correct point = 2 marks (2x3 = 6 marks)

1. Identify four reasons why previous training programs may have failed to achieve results.
1. Irrelevant content
1. Poor delivery methods
1. Lack of management support
1. Inadequate resources
1. Inadequate skills
1. Attitude of employees
Each correct point = 2 marks (2x4 = 8 marks)

1. Suggest three training methods that would be more effective for developing digital banking skills. 
 Hands-on practical workshops or simulations 
 E-learning or computer-based training
 Blended learning 
 Mentoring or coaching 
Each correct point = 2 marks (2x3 = 6 marks)
TOTAL = 6+8+6 = 20 MARKS
QUESTION 5
1. Explain the importance of succession planning in maintaining organizational performance at UEA. 
 Ensures continuity of leadership 
 Maintains organizational performance 
 Identifies and prepares talent internally 
 Reduces recruitment costs and risk 
Each correct point = 2 marks (2x4 = 8 marks)

1. Suggest three employee development methods that can prepare potential successors for higher roles. 

 Job rotation 
 Mentoring and coaching 
 Leadership training programs 
 Special assignments or projects 
Each correct point = 2 marks (2x3 = 6 marks)

1. Explain how effective succession planning can reduce labor turnover and increase employee retention.
 Motivates employees 
 Builds loyalty 
 Reduces uncertainty 
 Enhances job satisfaction 
Each correct point = 2 marks (2x3 = 6 marks)
TOTAL = 8+6+6 = 20 MARKS

QUESTION 6
a) What are the four problems identified in the performance appraisal in the statement above?

· Central tendency bias
· No feedback
· No evidence-based evaluation
· Poor supervisor training
· Demotivated staff
Each correct point = 2 marks (2x4 = 8 marks)

b) Why is feedback critical in performance management?
· Guides improvement
· Motivates performers
· Corrects weaknesses
· Builds trust
· Enhances accountability
Each correct point = 2 marks (2x4 = 8 marks)

c) Recommend improvements to make appraisals meaningful.
· Set SMART goals
· Train supervisors
· Use standard tools
· Provide regular feedback
· Use multiple methods
Each correct point = 2 marks (2x2 = 4 marks)

TOTAL = 8+8+4 = 20 MARKS

QUESTION 7
a) Identify three disciplinary procedure mistakes made.

· No investigation
· No fair hearing
· Bias
· No documented process
· Too punitive
Each correct point = 2 marks (2x3 = 6 marks)

b) Why is grievance handling important in such cases?

· Ensures fairness
· Reduces conflict
· Protects employee rights
· Improves morale
· Prevents legal issues
Each correct point = 2 marks (2x2 = 4 marks)

c) Suggest a fair process HR should follow.
· Investigate
· Issue notice
· Hear both sides
· Apply proportional discipline
· Document decisions
Each correct point = 2 marks (2x5 = 10 marks)
TOTAL = 6+4+10 = 20 MARKS

QUESTION 8
1. What are the three major likely causes of high labour turnover at TechRetail Uganda? 
· Poor supervision
· Long working hours
· Lack of career growth or promotion opportunities
· Low job satisfaction
· Poor remuneration/benefits
Each correct point = 2 marks (2x3 = 6 marks)

1. Explain two HR strategies that can reduce labour turnover in this scenario
· Improve supervision and leadership quality
· Introduce flexible working hours
· Provide career development opportunities and training
· Enhance employee engagement and recognition
· Competitive remuneration and benefits

Each correct point = 2 marks (2x3 = 6 marks)

1. Identify two HRM issues related to retirement and redundancy management in this case. 
- Lack of early communication to affected employees
- Employee dissatisfaction and low morale
- Legal and ethical considerations (compliance with labour laws)
- Planning for workforce continuity
Each correct point = 2 marks (2x2 = 4 marks)

1. Explain why effective communication is important when managing retirement or redundancy, and one cost of turnover to the organization. 
· Communication reduces anxiety, builds trust, and ensures transparency during redundancy/retirement
· Helps employees understand reasons and processes, promoting acceptance
· Cost of turnover: recruitment, training, lost productivity, and operational disruption
Each correct point = 2 marks (2x2 = 4 marks)
TOTAL = 6+6+4+4 = 20 MARKS

END
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