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QUESTION ONE

a) Define the following terms as used in personnel management.

i.  Human resource management (2 marks)
ii. Manpower planning (2 marks)
iii.  Job analysis (2 marks)
iv.  Placement (2 marks)

b) Manpower planning is the process of having the right number of people, right kind
of people, in the right place at the right time, doing the right thing for the organization
to achieve its goal. Discuss the process of manpower planning

(10 marks)
c) Explain the functions of personnel management (7 marks)
QUESTION TWO
a) State and explain the byproducts of job analysis (7 marks)
b) What are the key responsibilities of the human resource manager in the
organization? (8 marks)
QUESTION THREE

a) For the effective and efficient flow of work in the organization, proper recruitment
and selection should be done. Critically discuss the process of

recruitment. (15 marks)
QUESTION FOUR
a) Discuss the on-the-job and off-the job training by giving examples of
each. (8 marks)
b) Explain the reasons for training in the organization (7 marks)
QUESTION FIVE

Health and safety is a critical factor in employee performance, what are the possible
causes of accidents and injuries in the organization. (15 marks)
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