WDP case study Unit 2 question bank

Human resources
1) Define the following business terms.

a) Chain of command

b) Span of control

c) Hierarchy

d) Delegation

Make an example of an organisational chart for WDP and include the above.

      2)
      List out the job titles of the staff at WDP with their job descriptions

3) What is the advantage of a short and wide structure over a tall and narrow one?

4)    What are the best methods of communication for the following? (Give at least 2) 

Explain why.

a. John to Tom and Dee

b. WDP to its customers

c. WDP to its computer suppliers

5)     Why is good communication important for WDP?

6)     How is e-commerce used?

7)     What could be some of the barriers to good communication at WDP and       

        how can these be solved?

8)  WDP wants to recruit the following workers for the business.                                    Computer coder

Receptionists

      Accountant

    What is the procedure of recruiting new staff? Explain each step.

    (Show this in a chart) What are the differences between each one?

9)     What laws must WDP be aware of when recruiting new staff?

10)     What are the three training methods that WDP may use? Explain each one.

11)     How would coder’s be trained? How would a receptionist be trained? Why

             the difference?

12)     Why is motivation of its staff so important for WDP?

13)     Use Maslow to explain how WDP can reward its workers and satisfy the 5 

          human needs.

14)     Use Hertzberg to explain the hygiene factors and motivating factors that WDP can apply to motivate its workers.

15)     What different payment systems can WDP use? Give examples with 

           different jobs.

16)     What non-financial rewards can WDP give its staff?

17)     Why might WDP staff be bored at and how can the managers overcome this problem

WDP case study Unit 2 question bank & answers

Human resources

1)
Define the following business terms.

a) Chain of command

    How information and orders are passed from line manager to subordinate.

    It works both ways

b) Span of control

The number of subordinates a manager is in charge of 

c)  Hierarchy

     Levels of responsibility in a business

d)   Delegation

A manager giving a subordinate the authority to complete a task

Make an example of an organisational chart for WDP and include the above.
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2) List out the job titles of the staff at WDP with their job descriptions

Tom-

Dee-

John-

Sales assistants-

Computer coders-

Search engine optimisers

Design Assistant

Personal Assistant

Bookkeeper-

3)     What is the advantage of a short and wide structure over a tall and narrow one?

        Short & wide has less levels, quicker communication

4)     What are the best methods of communication for the following? (Give at least 2) 

Explain why.

a. John to Tom and Dee

Meetings / video conferencing if John is in Suffolk

b. WDP to its customers

e-commerce 

c. WDP to its computer suppliers

Phone / email

5) Why is good communication important for WDP?

That no errors or mistakes are made. Customers receive good service.

Messages are delivered on time and accurately

6)    How is e-commerce used?


     Communication between WDP and its customers (current & potential)


     All correspondence, marketing, payments conducted online

7)     What could be some of the barriers to good communication at WDP and       

     how can these be solved?

     Virus on computers

     John unable to make a meeting

     Slow feedback on ecommerce

8)    WDP wants to recruit the following workers for the business.                                Computer coder

Receptionists

Accountant

What is the procedure of recruiting new staff? Explain each step.

Vacancy exists-write job specification & job description-select advertising media- 

Send out letter of application-receive CV’s & letter-shortlist-interview-appoint appropriate candidate-check references

Will advertise in different specialist magazines

Computer coder may have to complete a task on computers

 (Show this in a chart) What are the differences between each one?

9)    What laws must WDP be aware of when recruiting new staff?


   Equal opportunities act / discrimination acts

10) What are the three training methods that WDP may use? Explain each one.

Induction- new staff being shown around WDP

On the job- training whilst they work at WDP with supervision

Off the job- training at a local college

11) How would coder’s be trained? How would a receptionist be trained? Why the

         difference?

   -Coder maybe off the job at a local college to learn the skills needed

  -Receptionist on the job as simple tasks required for job

12)     Why is motivation of its staff so important for WDP?

       Productive staff/ improved quality / low staff turnover/ low absenteeism

       Good image for firm / attract high quality staff

13)     Use Maslow to explain how WDP can reward its workers and satisfy 

           human needs.

         Physiological-pay/ free meals
         Security- pension / health insurance/ contrat
         Social  -staff room / parties /working in teams
        Self esteem-job title / own office
        Self actualisation- more responsibility
14)     Use Hertzberg to explain the hygiene factors and motivating factors that WDP can apply to motivate its workers.

Motivating factors-factors that improve productivity- promotion prospects / responsibility / job satisfaction

Hygiene factors-factors that do not improve productivity but if they were not present would lead to less productivity – pay / poor working conditions / too many rules & regulations

15)  What different payment systems can WDP use? Give examples with 

                 different jobs. 
Tom- salary + bonus + dividends

Dee- salary + bonus + dividends

John- 

Sales assistants- basic salary + commission based on sales

Computer coders- salary

Search engine optimisers-salary

Design Assistant-salary

Personal Assistant-(part time) wages time rate

Bookkeeper- (part time) wages time rate

All of above may receive profit sharing

16)    What non-financial rewards can WDP give its staff?

   Fringe benefits: free meals / staff social / discount on its products / private

   health insurance / tickets to see Bristol Rovers football club

17)    Why might WDP staff be bored at and how can the managers overcome this problem?

Doing same job over and over again. May make mistakes / poor quality / less motivation

Three jobs!!

Job rotation / job enlargement / job enrichment
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