INTRODUCING THE HUMAN RESOURCE

To gain an overview of what is involved in the Human Resource Function click on the following:

Introduction to Managing the Human Resource 
Human Resource Management

To help you to gain an understanding of how management functions can affect the performance of a business, click on the following link:

http://www.bized.ac.uk/educators/16-19/business/hrm/lesson/hrm1.htm 

Once you have looked at the section relating to Background, please attempt tasks 1 – 3 relating to Recruitment and Retention, making use of the hyperlink indicated above.

Interviewing and Shortlisting

There are two tasks relating to this.  Click on the hyperlinks to see information which may help you with these tasks.

Managing Employees

A Contract of Employment is a document which details the rights and responsibilities of both employer and employee.

The following hyperlinks referred to on the site will provide useful information about the requirements regarding this document.

· Business Bureau UK (http://www.businessbureau-uk.co.uk/personnel/recruitment/contract_of_employment.htm) 

· Department of Trade and Industry (http://www.dti.gov.uk/er/pay/contracts-pl810a.htm) 

After studying these websites, prepare a summary of the relevant information required for a Contract of Employment.
Functions
A lot of businesses will have areas which have their own specific functions, for example Personnel (Human Resources), Marketing, Research and Development, Administration and so on.

Please access the following sites to enable you to complete the task relating to this.

Task:

1. Identify the main tasks for each of the main functional areas. 

The following Biz/ed pages will help you:

· Mind map summarising the main administrative areas (http://www.bized.ac.uk/educators/16-19/business/strategy/presentation/busorg_mapa.htm) 

· PowerPoint presentation on business functions and organisation (http://www.bized.ac.uk/educators/16-19/business/strategy/presentation/busorg.ppt) 

Motivation

On the site you have been working with, 

http://www.bized.ac.uk/educators/16-19/business/hrm/lesson/hrm1.htm 

please read the section relating to Motivation and attempt the related tasks.

Absenteeism
Please study the points made relating to absenteeism to ensure you are happy with them and attempt the task related to this topic, using the hyperlink shown.

Conclusion
To complete your work on this section, please study the section entitled “Final Tasks” and attempt the tasks shown.

SITES PROVIDING INFORMATION ABOUT HUMAN RESOURCES AND EMPLOYMENT

Click on the link below to access sites providing information about Performance Management, Interview Techniques and Employment Law

SITES PROVIDING EMPLOYMENT INFORMATION.doc
