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Dear Student 

Welcome to this training programme.  You are going to learn all about Leadership and HR 

management. In this programme you will also develop your knowledge and skills relating to 

leadership concepts, leadership theories and the implementation of the different styles, 

roles, and qualities of leadership in a work context. You will also develop your knowledge 

and skill relating to HR management. 

This section briefly outlines the structure of the qualification and details what you can expect 

as you embark on this journey of learning and assessment. 

This qualification is a nationally registered certificate.  Its registered name is NATIONAL 

CERTIFICATE: GENERIC MANAGEMENT and it has the unique qualification identity number 

59201.   

More information can be found by going to the website of the South African Qualifications 

Authority (SAQA) on www.saqa.org.za.   Much of the information that follows is extracted from 

this SAQA document for your convenience and information. 

 

Module Facilitator: Dr Meiya G Nthoesane 

Dr Meiya has graduated with Doctor of Business Leadership (DBL) in Finance and Leadership 

from University of South Africa;  Master of Business Administration (MBA) in Finance from 

University of Pretoria; Bachelor of Science in Physiotherapy (BSc-Phys) from University of the 

Witwatersrand; Bachelor of Metaphysics from University of Sedona; Diploma in Human 

Resources Management & Diploma in Business Management both from BMT College of 

Southern Africa.  Dr Meiya is an Executive Coach and has more than two decades of 

leadership and executive roles in both government and private sector.  A speaker both in South 

Africa and internationally.  

  

http://www.saqa.org.za/


7 | P a g e   © 2 0 2 2  f i a n a c e i u m  

 

Purpose of the qualification 

The South African Qualifications Authority Act, 38 of 1995, states that the objectives of the 

National Qualifications Framework are "... to create an integrated national framework for 

learning achievements; ... facilitate access to, and mobility and progression within education, 

training and career paths; ... enhance the quality of education and training; ... accelerate the 

redress of past unfair discrimination in education, training and employment opportunities; and 

thereby ... contribute to the full personal development of each learner and the social and 

economic development of the nation at large."  These statements are informed by the priority 

of equity.  The qualification is intended to reflect the entirety of skills possessed by any 

particular learner, regardless of that learner's prior educational background.  Moreover, it is in 

the interest of equity that this qualification is capable of reflecting the unique sets of skills of 

individual learners and their needs, and that their potential and talents are accommodated by 

this qualification in the interest of equity. 

“In accordance with the terms of Regulation 6140 of 1998 and the needs and requirements of 

the specific banking industry, the purpose of this qualification is to represent a planned 

combination of learning outcomes in the field of business, commerce, and management 

studies, and specifically the sub-field of banking which has the purpose to provide qualifying 

learners with competence and the basis for further learning.”  

“In addressing the necessary core, fundamental and elective unit standards it plans to add 

value to the qualifying learner in terms of enrichment of the person through the provision of 

status, recognition, credentials and licensing.” 

“It further promotes the enhancement and marketability and employability of learners and plans 

to open up the access routes to additional education and training through this process.”   

It further has the purpose of “providing benefits to society and the economy by enhancing 

citizenship, increasing social and economic productivity providing specifically 

skilled/professional people and transforming the redressing of legacies of inequity” (SAQA, 

2015). 

In each chapter, you will see regular sections: 

• Test yourself pre-knowledge: this section allows you to reflect on what you might 

already know about the topics about to be discussed.  Take some time to complete the 

questions – you may be surprised to find you know more than you think. 
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• Activities: these are activities to do in class, either on your own or as part of a group.  

They are designed to build your knowledge and skills and they will provide you with a 

good summary of the key points from each chapter.  These may also be used to show 

the assessor that you are competent. 

• Glossary of terms: throughout the text you will find words that could be unfamiliar to 

you.  Definitions of these appear in the glossary of terms and in some cases the 

definitions will direct you to more extensive online explanations. 

 

Structure of the training material 

This qualification has been divided up into six fundamental and core subjects which are 

mandatory plus two electives. You must choose one of the two electives. Within each subject 

are a number of chapters which broadly match the unit standards clustered in the qualification.  

Information pertaining to the unit standards is provided in the block at the beginning of each 

chapter. 

Each chapter provides you with individual activities to test your knowledge and skills under 

the guidance of your facilitator. These activities are designed to provide opportunities for 

discussion and reflection. 

In your formative activity book, you will find formative assessments.  These are very 

important – they check that you have understood the material presented in each chapter. If 

you do not understand the learning material covered then please discuss this with your 

facilitator. Show your facilitator the formative assessment answers that you have provided so 

that your facilitator can evaluate what it is you are unsure of.  Where possible, your facilitator 

will assist you on your own so that you can fill in the gaps in your knowledge and or skill.   

These formative assessments will be part or your final assessment so it is important to 

complete them neatly in your formative activity book which will be handed in as part of your 

portfolio of evidence. 

You are encouraged to use the glossary of terms to build on your vocabulary. After the 

glossary of terms, there are a few additional lines for other unfamiliar words defined in the 

chapter and additional reading.  The banking industry is highly regulated – you must be able 

to select and use terminology with ease and confidence. 
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Critical Cross-field Outcomes (CCFOs) 

At the end of each unit standard is a section entitled Critical Cross Field Outcomes or CCFOs. 

(Note, they are not CCFO’s – there is no apostrophe.  This is because CCFOs is plural, as in 

many CCFOs.  If we wrote CCFO’s we would be saying that the CCFOs possessed something 

as in “The CCFO’s cat”, or whatever the CCFOs possessed!  Take care to use apostrophes 

correctly to appear more professional.)   

CCFOs are basically life skills. They are qualities that should be developed throughout the 

qualification by each learner. The South African Qualifications Authority (SAQA) defines 

CCFOs as “those generic outcomes that inform all teaching and learning” (SAQA, 2016).   

These are the critical outcomes adopted by SAQA (2015) in this qualification:  

• Identify and solve problems in which responses demonstrate that responsible decisions 

using critical and creative thinking have been made.   

• Work effectively with others as a member of a team. 

• Organise and manage him/herself and his/her activities responsibly and effectively.   

• Collect, analyse, organise and critically evaluate performance.   

• Communicate effectively using mathematical and language skills. 

• Demonstrate an understanding of the world as a set of related systems by recognising 

that problem-solving contexts do not exist in isolation. 

• Benefit by full personal development, thus contributing to the social and economic 

development of South African society at large.  

 

SAQA also identified five developmental outcomes which we have included here. 

In order to contribute to the full personal development of each learner and the social and 

economic development of the society at large, it must be the intention underlying any 

programme of learning to make an individual aware of the importance of:   

1. Reflecting on and exploring a variety of strategies to learn more effectively;   

2. Participating as responsible citizens in the life of local, national, and global 

communities;   

3. Being culturally and aesthetically sensitive across a range of social contexts;   

4. Exploring education and career opportunities; and   

5. Developing entrepreneurial opportunities. 
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These CCFOs are generic, but the way they are applied in each qualification is highly context- 

and discipline-dependent.  To develop these CCFOs we have integrated them into each skills 

programme to show how they may be applied in the workplace (NQF, n.d.). 

Summative Assessment 

This qualification will be assessed using an assessment methodology known as a Portfolio of 

Evidence (PoE).  This PoE is simply a file that contains all of the evidence of learning that you 

have produced.   

Examples of evidence include: 

• Answers to the formative assessments; 

• Answers to the knowledge questions in your portfolio; 

• Answers to the assignment questions in your portfolio; 

• Copies of proposals you have prepared for clients; 

• A video of you meeting with a client or carrying out a presentation; 

• A letter or email you have written, etc. 

 

Your facilitator will instruct you on how to complete your PoE in a separate preparatory session.  

At this session, you will be shown how to compile your portfolio and you will be given the rules 

governing assessment for SAQA registered qualifications. 

 

Introducing Bianca 

  

 
During this programme you will get to know Bianca.  

She works in a bank near Sandton, Johannesburg and has been a 

customer consultant for two years. Bianca is ambitious and would like 

to be a private banker – she is taking every opportunity to learn new 

knowledge and skills, but sometimes things go wrong.  Bianca will 

share her experiences with you so that you can learn from her 

mistakes and her successes.   
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Whenever you see Bianca you will know that she is sharing her views 

with you. 

 

Other icons 

These are the other icons that you will see in this training material. 

Learning outcomes 

 
 

When you have completed this 

chapter, and all of the activities 

you will be able to: 

Reflection 

 

Activity 

 

Take note 

 

Video 
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Suggested additional 

readings from 

websites 
 

Additional reading 
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Unit standard NQF level Credits 

120300 
Analyse leadership and related theories in a work 

context 
5 8 

252043 

 
Manage a diverse work force to add value 5 6 

252034 

 

Monitor and evaluate team members against 

performance standards 
5 8 

252020 

 

Create and manage an environment that promotes 

innovation 
5 6 

252037 

 
Build teams to achieve goals and objectives 5 6 

252035 

 
Select and coach first line managers 5 8 

252029 

 
Lead people development and talent management 5 8 

252042 

 

Apply the principles of ethics to improve organisational 

culture 
5 5 
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1 

 

 

 

 

Learning Outcomes 

• Chapter 1 covers the unit standards: 

120300 – Analyse leadership and related theories in a 

work context. 

When you have completed these chapters, and all of the 

assessments you will be able to: 

• Explain the concept of leadership. 

• Differentiate between leadership and management. 

• Analyse leadership theories. 

• Apply the different roles and qualities of leadership in 

a work context. 

 

252037 – Build teams to achieve goals and objectives. 

When you have completed this chapter, and all of the 

assessments you will be able to: 

• Demonstrate knowledge of and insight into the theory 

of teams and the importance of teams in workplace 

activities. 

• Apply the theory of teams to team dynamics. 

• Explain the process of building teams.  

• Analyse the role of team leader in promoting team 

effectiveness. 

• Evaluate the effectiveness of a team and propose 

ways to improve team effectiveness. 

 

 

Test your knowledge 

 

1. Which leader has inspired you the most in your life? Why? 

LEADERSHIP 

 

http://www.presentermedia.com/index.php?target=closeup&id=7934&categoryid=120&maincat=animsp


 

 

15 | P a g e   © 2 0 2 2  f i a n a c e i u m  

 

1 

 

 

 

 

 

 

 

 

2. What characteristics (traits) does that leader have?  
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Mind map of the subject 

To assist you in navigating your way through this subject (and for learning and 

revision purposes) we have included a mind map. We encourage you to build on this diagram 

as you work through the subject. 

 

 

1. Leadership:

Nature of leadership
Leadership vs Management
Leadership styles and traits - Laissez-Faire/quiet

- Autocratic/coercive
- Democratic/participative
- Bureaucratic/transactional
- Transformational 

Leadership theories - Trait
- Behaviourist

- Situational

2. Motivation:

What is motivation?

Motivational theories - Maslow

- Alderfer's ERG 

- Herzberg 2 factor  

LEADERSHIP 
AND HR 

MANAGEMENT

3. Building Teams:

Elements of good team

Roles and responsibility

Team dynamics- Forming

- Storming

- Norming

- Performing

Improve success of team

Communication in teams

4. HR Management:

Role of HR

Corporate Ethics

Organisational culture

HR planning

Talent management - T&D

5. Coaching:

Coaching vs Mentoring 

When to coach?

Coaching plan

Monitor and measure results

Benefits

GROW approach

6. Innovation and Creativity:

Innovation plan

Lead user process

Creativity techniques

Creativity in teams

Ways to increase creativity

7. Performance Management:

Set standards

Monitor performance

Performance review

8. HR Legislation:

Constitutionof ZA

Employment contract

Labour Relations Act

Basic Conditions of Employment Act

Employment Equity Act

Occupational Health and Safety Act

Compensation for Occupational Injuries

Unemployment Insurance Act
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3. Building Teams 

Elements 

Roles  

Responsibilities 

Team dynamics: 

• Forming 

• Storming 

• Norming 

• Performing 

Improve success 

Communication in teams 

Mind map of the chapter 

 

1. Introduction to leadership 

 

 

CHAPTER 1 

 

LEADERSHIP 

1. Introduction 

Nature of leadership 

Leadership vs management 

Leadership styles / traits: 

• Laissez-Faire/quiet 

• Autocratic/coercive 

• Democratic/participative 

• Bureaucratic/transactional 

• Transformational 

Leadership theories: 

• Trait 

• Behaviourist 

• Situational 

• RARE Leadership 

2. Motivation 

What is it? 

Motivational theories: 

• Maslow 

• Alderfer’s ERG 

• Herzberg 2 factor 
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The topic of leadership is 

briefly discussed in the 

‘Introduction to 

management’ subject. Here 

we will take a more in depth 

look at leadership and the 

many components that 

make up this very diverse 

and much debated topic. 

 

Leadership is the process 

of influencing the behaviour 

of employees to work towards the achievement of organisational goals, objectives, and 

activities. 

   

 

Additional reading: Some Facts 

Top 10 List: The Greatest Living Business Leaders today 

http://www.forbes.com/sites/davidkwilliams/2012/07/24/top-10-list-

the-greatest-living-business-leaders-today/#40baecd01703 

 

BizNews.com 

http://www.biznews.com/sa-investing/2014/12/22/south-africas-top-

100-ceos/  

 

 Individual Activity  

1. In your opinion, what makes a great leader? 

http://www.forbes.com/sites/davidkwilliams/2012/07/24/top-10-list-the-greatest-living-business-leaders-today/#40baecd01703
http://www.forbes.com/sites/davidkwilliams/2012/07/24/top-10-list-the-greatest-living-business-leaders-today/#40baecd01703
http://www.biznews.com/sa-investing/2014/12/22/south-africas-top-100-ceos/
http://www.biznews.com/sa-investing/2014/12/22/south-africas-top-100-ceos/
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1.1 The nature of leadership 

The topic of leadership is widely debated and remains a controversial topic. 

Researchers have attempted over many years to define exactly what leadership is, basing it 

on traits such as behaviour, ability to influence, personality, ability to interact with others and 

interpersonal relationships. To this day researchers are still not able to place their fingers on it 

exactly. 

One widely accepted definition describes it as follows: 

Leadership is the process of influencing employees to work willingly toward the achievement 

of organisational objectives. 
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Based on this definition it would be important for leaders to then know what motivates people’s 

behaviour in order to influence them to achieve the organisations objectives. Leaders need to 

create working environments where people feel motivated to work productively and produce 

results individually or as a team. Motivation and team dynamics will be discussed later on in 

the chapter. 

Leaders need to be able to utilise the resources available to achieve today’s results and then 

develop the resources to achieve future results. 

Leaders also need to be able to communicate messages like the organisations vision, mission, 

goals, strategies, plans, problems, and expectations to employees. Leaders also need to have 

the ability to be able to actively listen to problems that arise and employee’s aspirations. 

Communication is discussed in the business communication module. 

1.2 The characteristics of leadership versus management 

Let’s take a look at two views around this topic.  

The main difference between leaders and managers is that leaders have people follow them 

while managers have people who work for them. A successful business owner needs to be 

both a strong leader and manager to get their team on board to follow them towards their 

vision of success. 

 

Extract from:https://www.go2hr.ca/articles/understanding-differences-leadership-vs-management 

 

 

9 differences between leaders and management 

Managers have employees Leaders win followers 

Managers react to change.       Leaders create change 

Managers have good ideas       Leaders implement them 

Managers communicate           Leaders persuade 

Managers direct groups Leaders create teams 

Managers try to be heroes Leaders make heroes of everyone around 

them 

https://www.go2hr.ca/articles/understanding-differences-leadership-vs-management
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Managers take credit                 Leaders take responsibility 

Managers are focused Leaders create shared focus 

Managers exercise 

power over people 

Leaders develop people with power 

Extract from: http://www.marksanborn.com/9-differences-between-managers-and-leaders/ 

 

 

Addittional reading:Leadership versus management 

Available:http://www.educational-business-articles.com/leadership-

versus-management/ 

 

Available:http://www.forbes.com/sites/williamarruda/2016/11/15/9-

differences-between-being-a-leader-and-a-

manager/#29366ebda832 [Accessed 13 Feb 2017]. 

 

 

As you can see from these articles managers and leaders are two very different kinds of 

people. They differ in motivation and how they think and act. Managers need to ‘do things right’ 

and leaders need to ‘do the right thing’. Both management and leadership is vital for 

organisations to function successfully in today’s world. 

 Difference between management and leadership 

Management Leadership 

Do the traditional tasks of planning, 

organising, leading and controlling to 

achieve organisations goals. 

Leadership needs to challenge the status 

quo and bring about change. 

Need to liaise with key people and supervise 

employees. 

Develop the organisation’s vision and set its 

direction. Much like a captain at the helm of 

a ship who steers the ship. 

Spokesperson for their departments. Develops strategy to make changes in an 

organisation. 

http://www.marksanborn.com/9-differences-between-managers-and-leaders/
http://www.educational-business-articles.com/leadership-versus-management/
http://www.educational-business-articles.com/leadership-versus-management/
http://www.forbes.com/sites/williamarruda/2016/11/15/9-differences-between-being-a-leader-and-a-manager/#29366ebda832
http://www.forbes.com/sites/williamarruda/2016/11/15/9-differences-between-being-a-leader-and-a-manager/#29366ebda832
http://www.forbes.com/sites/williamarruda/2016/11/15/9-differences-between-being-a-leader-and-a-manager/#29366ebda832
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Information monitor and hands out 

information to the relevant people.   

Communicate the vision and changes. Gets 

people involved. 

Makes decisions regarding the department, 

handles queries and complaints from 

employees, allocates resources and 

negotiates. 

Motivates and inspires people. 

 

1.3 Why do people follow a leader? 

• Because it is official: You are followed as a leader because of your position of power. 

• Rewarding: You are followed as a leader because you can influence rewarding, tasks, 

career development, etc. 

• Learning: You are followed as a leader because people realise that they can learn by 

working with you. 

• Success: You are followed as a leader because people believe that they will succeed 

under your supervision. 

• Feeling: You are followed as a leader because something makes people trust you as 

a leader. 

1.4 Leadership styles and traits 

These are the most common leadership styles found: 

Laissez-Faire 

These types of leaders lack   

direct supervision of 

employees and do not provide 

regular feedback to people 

under their supervision. This 

leadership style best suits 

employees who are highly 

experienced and trained but, it 

can also hinder the productivity of employees who require supervision. Because of the lack of 

supervision this leadership style can lead to poor performance, a lack of control and increased 

costs. 
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• This style assumes: 

o Actions speak louder than words 

o People are motivated by being given credit 

o Ego and aggression are not necessary 

• So, these managers: 

o Base success on thoughts and actions not on charisma and vision 

o Put needs of others before their own 

o Task focused but not bullying or aggressive 

o Persuade through rational argument 

Autocratic  

This leadership style means making decisions on their own without the input of others. They 

possess total authority and impose their will on employees. No one challenges the decisions 

of this leader. Countries like Zimbabwe operate under this leadership style. This style benefits 

employees who require very close supervision.  
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Democratic  

This leadership style values the input of others, but the responsibility of making the final 

decision rests with the leader. This style tends to boost morale because people feel like they 

are making contributions to the decision-making process. People feel like their opinions matter.  
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Bureaucratic   

This type of leader receives certain tasks to perform and provides rewards or punishment to 

subordinates based on their performance results. The performance standards are set and 

agreed by both parties. The employees agree to follow the direction of the leader to achieve 

the goals agreed upon. These leaders review and analyse the results and coach or train 

employees who fail to meet the standards. Employees receive rewards like bonuses when the 

targets are achieved. This is probably the most common form of leadership in organisations 

today. 

• This style assumes the following: 

o People are motivated by money – so their behaviour in situations is largely predictable 

o Working contract earns the employee money in return for allowing manager to give 

them instructions 

o Purpose of having employees is so that managers can give them instructions 

• So, managers: 

o Give clear reporting lines, rewards, and punishment information 

o Assume employees are fully responsible for their work - regardless of the 

resources, they have to perform 
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Transformational 

This style depends highly on 

communication from the 

leader. Leaders motivate 

employees and enhance 

productivity and efficiency 

through communication and 

high visibility. The leader 

focuses on the ‘big picture’ of 

the organisation and smaller 

tasks get delegated.  

 This style assumes the 

following: 

o People will follow managers who inspire them 

o A person with vision can achieve great things 

o Inject energy and enthusiasm to get things done 

• So, managers: 

o Develop a vision for the future that inspires 

o Sell the vision – giving everyone lots of chances to ‘get on board’ 

o Accept that there may be failures on the way – but believe it will come right 

o Lead the ‘change’ 

 

Researchers have established a list of personal characteristics and traits used to describe 

effective leaders. 

Characteristic / trait Description 

Personal characteristics Self-confident yet also humble, emotionally 

stable, sociable, adaptable, aggressive, and 

dominant. 

Social characteristics Socially prominent, educated at the “right” 

schools. 
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Physical characteristics Young to middle-aged, tall, slender, energetic 

with a striking appearance. 

Intelligence The ability to understand and analyse complex 

issues to make decisions, solve problems and 

utilise opportunities. 

Knowledge & expertise The ability to make good quality decisions and 

continuously look for ways / create ways to be 

more effective and efficient. 

Maturity The ability to control their feelings and 

emotions, not be selfish and who can admit 

they have made a mistake. 

Self-confidence The ability to influence people and persist 

under difficult or complex situations. 

High energy The ability to cope well with stress, cope, and 

handle with the high demands of responsibility 

and accountability.  

Integrity & honesty The ability to act ethically and create trust and 

confidence with people. 

Stress tolerance The ability to make difficult decisions and deal 

with uncertainty. 

Dominance The ability to influence people in order to 

achieve the set objectives. 

Source: (Botha, Musengi,, 2012) 

1.5 Leadership theories 

Trait theory 

• Assumes that people inherit certain qualities and traits that make them better suited to 

leadership 

• Trait theories often identify particular personality or behavioural characteristics shared 

by leaders 
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• If particular traits are key features of leadership, then how do we explain people who 

possess those qualities but are not leaders?  

• This question is one of the difficulties in using trait theories to explain leadership 

Behaviourist theory 

• Based upon the belief that great leaders are made, not born 

• Rooted in behaviourism, this leadership theory focuses on the actions of leaders not 

on mental qualities or internal states 

• According to this theory, people can learn to become leaders through teaching and 

observation 

• Example: Blake & Mouton’s Managerial Grid model 

• Identifies five different leadership styles 

• Style depends on leaders’ concern for production (x axis) or concern for people (y axis) 

• Each axis ranges from 1 (no concern) to 9 (great concern) 
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• Indifferent or impoverished style (1,1):  evade and elude - low concern for both 

people and production 

• Accommodating style (1,9): yield and comply - high concern for people and a low 

concern for production.  

• Dictatorial style (9,1): control and dominate -  high concern for production, and a low 

concern for people 

• Status quo style (5,5): balance and compromise - balance between company goals 

and workers' needs.  

• Sound or team style (9,9): contribute and commit - high concern is paid both to people 

and production 

 

 

 

Situational theory 

• Situational theories propose that leaders choose the best course of action based upon 

situational variables 

• Different styles of leadership may be more appropriate for certain types of decision-

making 

• Example: Hersey & Blanchard’s Situational Leadership model 

Hersey & Blanchard Situational Leadership 

• This theory assumes that different situations call for different leadership behaviour  

• They believe no single optimal psychographic profile of a leader exists 

• Believes leaders can be trained 

• Model has two dimensions:  

o Maturity of the follower (M1, M2, M3, M4) 

o Leadership style (S1, S2, S3, S4) 

 

These are plotted on the grid below: 
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The four leadership styles: 

• S1: Telling - Characterised by one-way communication - leader tells staff what, how, 

when, and where to do the task. 

• S2: Selling - Leader still provides the direction – but is using two-way communication 

and providing support to allow the individuals to buy into the process. 

• S3: Participating – Leader and followers share decision making on how the task is to 

be approached - less task behaviours while maintaining high relationship behaviour. 

• S4: Delegating - The leader is still involved in decisions but the process and 

responsibility has been passed to the individual 

The style chosen by the leader depends on the maturity level of the follower 

• M1 - They lack the specific skills required for the job and are unable but they are willing 

to work at the task 

• M2 - They are unable to take on responsibility for the task being done and they are 

unwilling to work at the task 

PARTICIPATE 
(able BUT 

unwilling staff)

SELL

(unable and 
unwilling staff)

DELEGATE

(able and 
willing staff)

TELL

(unable BUT 
willing staff)

 
UNWILLING 

NOT ABLE 

WILLING  

ABLE 
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• M3 - They are experienced and able to do the task but lack the confidence to take on 

responsibility (unwilling) 

• M4 - They are experienced at the task, and comfortable with their own ability to do it 

well - able and willing 

1.6 Leadership development 

Organisations are investing in the efforts to improve leadership effectiveness in organisations. 

This is done by assigning people to positions to promote learning on the job, sending 

employees to formal training programmes and doing formal assessments and lastly through 

coaching and mentoring. 

 

 Individual Activity  

1. Reflect on and write down your own strengths and         weaknesses. 

2. Complete the leadership style assessment found at the end of this 

activity to ascertain what leadership style you tend to lean towards. 
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 ASSESSMENT: ‘How to assess your LEADERSHIP STYLE’ 

 

By Marilee B. Sprenger http://www.dummies.com/business/human-

resources/employee-relations/how-to-assess-your-leadership-style/ 

 

The following assessment gives you a good idea of your strengths as a leader. Knowing your 

leadership style may help you understand why you lead the way you do, whether changing 

your style will be easy, and what kind of people you need to hire to compensate for some areas 

of weakness. 

On a scale of 1 to 5, with 1 being never and 5 being always, rate yourself on the following 

statements: 

1. I like power and control. 

2. I listen to others, but I like to have the final word. 

3. I am not an expert in all areas of my business. 

4. I don’t care what others think; I do what is best for me. 

5. I like shared decision-making. 

6. I prefer control to be with my followers. 

7. I micromanage. 

8. I like to recognise achievement. 

9. Group members should create their own goals. 

10. I do not trust my employees. 

11. I like to encourage collaboration. 

12. I allow group members to solve their own problems. 

http://www.dummies.com/store/product/The-Leadership-Brain-For-Dummies.productCd-0470542624.html
http://www.dummies.com/store/product/The-Leadership-Brain-For-Dummies.productCd-0470542624.html
http://www.dummies.com/?s=&a=marilee-b-sprenger
http://www.dummies.com/business/human-resources/employee-relations/how-to-assess-your-leadership-style/
http://www.dummies.com/business/human-resources/employee-relations/how-to-assess-your-leadership-style/
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13. Employees do only what they’re told. 

14. I want my business to run through teams. 

15. I am not good at following up with employees. 

16. I decide how to fix problems. 

17. I like to help my employees grow and learn. 

18. I give very little input because my employees know their jobs better than I do. 

19. I don’t want to make time for employee input. 

20. I like to hear the opinions of my employees. 

21. Employees have the right to create their own objectives. 

22. I like being in charge. 

23. I want input from my employees. 

24. I like my employees to make decisions on their own. 

25. I tell my employees what to do, when to do it, and how to do it. 

26. I want my employees to fulfill their potential. 

27. I don’t want more authority than others in my organization. 

28. Mistakes are not acceptable. 

29. When things go wrong, I ask for advice from team members. 

30. Power belongs to the entire organisation. 

 

AUTHORITARIAN LEADERS 

Add up your scores for items 1, 4, 7, 10, 13, 16, 19, 22, 25, and 28. That sum is your 

authoritative total. 

Authoritarian leaders know exactly what they want done, who is to do it, and when it should be 

completed. Although these leaders don’t offer much wiggle room, they often get the job done, 

and they make their expectations obvious. Authoritarian leaders do well in small organizations 

with untrained employees. Beware of failing to seek feedback or being dictatorial. 
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DEMOCRATIC LEADERS  

Add up your scores for items 2, 5, 8, 11, 14, 17, 20, 23, 26, and 29. This is your democratic 

total. 

The democratic style encourages employees and stakeholders to participate in decision-

making. With an experienced workforce, the democratic style can be a positive and 

motivational experience for all stakeholders. Because everyone is included in making 

decisions, the decision makers need to be knowledgeable about the business, the process, 

the product, and the vision statement. This can require more time to get things done. 

DELEGATIVE LEADERS 

Add up your scores for items 3, 6, 9, 12, 15, 18, 21, 24, 27, and 30. This is your delegative 

total. 

Trust and confidence are hallmarks of the delegative leadership style, which is sometimes 

called laissez faire leadership because of its minimal interference in employees’ efforts. Under 

a delegative leader, employees have free rein to make decisions and get their jobs done. This 

style works very well with an educated and experienced workforce, especially with those who 

would like to become leaders themselves. Be careful using this style with employees who are 

insecure, afraid of making mistakes, or have difficulty communicating with others. 

The leadership style with the highest total is the style you use most often. One high score with 

two low scores indicates a strong preference for that leadership style. 
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1.7 Motivation  

Motivating people is one of the most 

important leadership and managerial 

functions. You often hear “Motivated 

employees make a difference” and are 

crucial to organisational success. 

Employees are the key driving force in any 

organisation. There is a continual quest to 

utilise the full potential of people in 

organisations.  

So, what is motivation? And how does an 

organisation motivate people? 

Let’s take a look at some definitions: 

 

 

Internal and external factors that stimulate desire and energy in people to be continually 

interested and committed to a job, role or subject, or to make an effort to attain a goal. 

Motivation results from the interaction of both conscious and unconscious factors such as the 

(1) intensity of desire or need, (2) incentive or reward value of the goal, and (3) expectations 

of the individual and of his or her peers. These factors are the reasons one has for behaving 

a certain way. An example is a student that spends extra time studying for a test because he 

or she wants a better grade in the class. 

 

Extract from: http://www.businessdictionary.com/definition/motivation.html   

 

Motivation is the word derived from the word ’motive’ which means needs, desires, wants, or 

drives within the individuals. It is the process of stimulating people to actions to accomplish the 

goals. In the work context, the psychological factors stimulating people’s behaviour can be - 

• desire for money 

• success 

• recognition 



 

 

36 | P a g e   © 2 0 2 2  f i a n a c e i u m  

 

1 

• job-satisfaction 

• team work, etc. 

Extract from: http://www.managementstudyguide.com/what_is_motivation.htm 

It is a driving force within a person which stimulates the individual to do something up to 

the target level in order to fulfil some need or expectation (Mullins, 2007). 

It is a complex issue of human behavior which varies from person to person; as a result, 

different people are motivated in different ways (Kressler, 2003) 

So, what does it mean to be motivated in the organisational context? 

It refers to people who work hard, take initiative, apply their skills where needed, and put in an 

extra effort to achieve goals. Motivated people voluntary and enthusiastically do more than 

what is required of them. A motivated person is always aware that there is a specific goal to 

be achieved and directs their efforts towards achieving that goal, even when faced with 

problems/obstacles. 

According to McKenna (Wiesner and Millet,2000) people are already motivated ‘to become 

who they want to be’ and when the work situation is congruent to that development, the person 

is motivated. The general belief is that all people can be motivated but that all people are not 

motivated by the same things.     

Employee performance in organisations is mainly determined by three things: 

1. A desire to do the job (motivation). 

2. The capability to do the job (ability). 

3. The resources to do the job (work environment) 

It is also important to remember that motivation is not just about performance. Unethical 

behaviour such as fraud, absenteeism and bad mouthing your team mates and your company 

is also a motivated behaviour. 

Take a look at the following two articles to see some of the different approaches / strategies 

organisations use to motivate people.  

http://www.managementstudyguide.com/what_is_motivation.htm
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1. Available from:http://www.businessinsider.com/why-working-at-google-is-so-great-2014-10 

[Accessed 15 Feb 2017] 

2. Available from:http://www.thejobcrowd.com/employer/kpmg/best-worst [Accessed 15 Feb 

2017] 

 Case study: Read the case study below about the benefits of 

working at Investec and answer the questions that follow. 

 

The benefits of working at Investec 

 

Investec is a meritocracy and we reward our people in a fair and competitive manner. If you 

are a passionate and energetic individual, then Investec is the place for you. 

Rewards 

• Competitive salary 

• Annual reviews 

• Pension scheme 

• 24 days’ annual leave up to a maximum of 30 days' 

• Employee share options scheme 

 

Caring for you 

 

• Excellent fully comprehensive health insurance for you, your partner & dependents up to the 

age of 21 

• Life assurance, PHI, and Critical Illness Cover 

• Employee assistance programme 

http://www.businessinsider.com/why-working-at-google-is-so-great-2014-10
http://www.thejobcrowd.com/employer/kpmg/best-worst
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• Excellent maternity leave 

• Parental Leave 

• Paid paternity leave 

• Comprehensive health screenings for all employees every 2 years 

• Annual flu jabs 

 

Learning 

• One relevant professional membership subscription paid per year 

• Quarterly staff updates which are chaired by our CEO 

• Lunch & Learn - regular staff sessions which provide staff with an opportunity to learn more 

about individual business areas, the team itself and any current projects being worked on 

 

Working environment 

• Beautiful light filled state of the art facilities 

• Flat integrated management structure 

• Open-plan layout with integrated pause areas 

 

Sports and social 

Active sports and social calendar with events ranging from lunch time Pilates to in-house 

mingles. 

Corporate social responsibility 

• Matched employee funding for your personal causes 

• Supported paid volunteer leave 

• Active CSR calendar including actively participating with the 'Business in the Community' 

mentoring programme 

 

Other benefits 

• Tax saver commuter tickets with savings of up to 52% on our travel costs 

• Cycle to work scheme which is a tax incentive scheme which aims to encourage employees 

to cycle to and from work 
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Extract from:https://www.investec.ie/about-investec/ireland-careers/the-benefits-of-working-at-

investec.html 

 

 Questions: 

1. From the benefits that Investec provides, which ones’ 

appeal to you the most? 

2. In your opinion what motivates you the most? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.investec.ie/about-investec/ireland-careers/the-benefits-of-working-at-investec.html
https://www.investec.ie/about-investec/ireland-careers/the-benefits-of-working-at-investec.html
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 Additional reading: Motivating teams 

 

Available: https://www.mindtools.com/pages/article/motivating-

your-team.htm 

Available:http://www.reliableplant.com/Read/18525/how-to-

motivate-inspire-your-people-in-difficult-times 

Available:http://www.inc.com/peter-economy/9-super-effective-

ways-to-motivate-your-team.html 

 

 

 

1.7.1 Motivational theories  

Abraham Maslow 

One of the best known theories is by Abraham Maslow in his 1943 paper "A Theory 

of Human Motivation" in Psychological Review. It is also known as Maslow’s 

hierarchy of needs.  

Maslow’s theory is based on the following: Needs are arranged in a hierarchy where 

the lowest -level needs are psychological needs i.e. food, water, sex, air (for our basic 

survival) and the highest-level needs are self-actualisation needs which involves 

realising one’s potential through growth and development. The middle levels are 

made up of security / safety needs, which include protection from any physical or 

emotional harm. The social need is the need to belong, to be loved, need for affection 

and to be accepted by our family, friends, and peers. The esteem needs are the need 

for a positive self-image, self-respect and to be recognised by others.  

   

https://www.mindtools.com/pages/article/motivating-your-team.htm
https://www.mindtools.com/pages/article/motivating-your-team.htm
http://www.reliableplant.com/Read/18525/how-to-motivate-inspire-your-people-in-difficult-times
http://www.reliableplant.com/Read/18525/how-to-motivate-inspire-your-people-in-difficult-times
http://www.inc.com/peter-economy/9-super-effective-ways-to-motivate-your-team.html
http://www.inc.com/peter-economy/9-super-effective-ways-to-motivate-your-team.html
https://en.wikipedia.org/wiki/Abraham_Maslow
https://en.wikipedia.org/wiki/Psychological_Review
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Extract from: https://en.wikipedia.org/wiki/Maslow's_hierarchy_of_needs 

 

Alderfer’s ERG theory 

Alderfer’s theory represents a refinement of Maslow’s hierarchy in that according to 

Alderfer, there are three core needs (ERG needs). The ERG theory does not 

subscribe to a rigid hierarchy of needs, whereas Maslow maintained that a lower-level 

need must be satisfied before a person could move up to a higher-level need. 

According to the ERG theory, two or even all three need categories can influence 

behaviour simultaneously. This theory also suggests that if a person is continually 

frustrated with their attempts to satisfy the growth needs, the relatedness needs re-

emerge as a major motivating force which in turn may lead the person to redirect 

efforts towards satisfying a lower-order need.   

 

 

https://en.wikipedia.org/wiki/Maslow's_hierarchy_of_needs
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Herzberg two-factor theory 

Also known as Herzberg's motivation-hygiene theory and dual-factor theory 

states that there are certain factors in the workplace that cause job satisfaction, while 

a separate set of factors cause dissatisfaction. It was developed 

by psychologist Frederick Herzberg, who theorized that job satisfaction and job 

dissatisfaction act independently of each other. 

The maintenance / hygiene factors do not act as motivational factors, but if they are 

absent in the organisation this could have a negative effect on employee morale. 

Examples include the organisational policies and procedures, resources, equipment, 

supervision, salaries, working conditions etc. 

The motivational / growth factors focus on the content of the job, recognition for a job 

well done, the job itself (is it meaningful and challenging), growth, personal 

development, responsibility, and feedback.  

Based on the theory of Herzberg, a distinction can also be made between internal 

motivation (based on motivators) and external motivation (based on maintenance 

factors).  

Relatedness needs R: 

This relates to a person’s desire 
for interpersonal relationships 
and interaction. 

Existence needs E: 

These needs relate to a person’s 
basic material and existence 
needs. 

Growth needs G: 

These needs relate to the desire 
of an individual to make a 
creative or productive 
contribution. 

https://en.wiktionary.org/wiki/Workplace
https://en.wikipedia.org/wiki/Job_satisfaction
https://en.wikipedia.org/wiki/Psychologist
https://en.wikipedia.org/wiki/Frederick_Herzberg
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Internal motivation originates from the satisfaction that occurs when a task is 

executed or a duty is performed. For some people, these intrinsic rewards of the job 

motivate them more than the external influences such as money or trophies. 

External motivation is the opposite of internal motivation in that it usually involves 

action taken by a third party. The person is motivated because there is a possible 

reward – like money, incentives, profit sharing, bonuses, awards, feedback in a 

performance review etc. Unfortunately, external rewards are not long term 

motivational tools. 

Organisations should focus on a combination of both internal and external rewards.  

Extract from: https://en.wikipedia.org/wiki/Two-factor_theory 

 

McClelland’s learned needs theory  

In 1961 David McClelland built on Maslow’s theory of needs. He identified three 

motivators that he believed we all have: a need for achievement, a need for affiliation 

and a need for power. 

People have different characteristics depending on their dominant motivator. 

According to McClelland, these motivators are learned (which is why this theory is 

sometimes called the Learned Needs Theory)  

McClelland says that regardless of our gender, culture, or age, we all have three 

motivating drivers, and one of these will be our dominant motivating driver. This 

dominant motivator is largely dependent on our culture and life experiences.  

 

These characteristics are as follows: 

Dominant 

Motivator 
Characteristics of this person 

Achievement 

• Has a strong need to set and accomplish challenging 

goals. 

• Takes calculated risks to accomplish their goals. 

https://en.wikipedia.org/wiki/Two-factor_theory
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• Likes to receive regular feedback on their progress 

and achievements. 

• Often likes to work alone. 

Affiliation 

• Wants to belong to the group. 

• Wants to be liked, and will often go along with 

whatever the rest of the group wants to do. 

• Favours collaboration over competition. 

• Doesn't like high risk or uncertainty. 

Power 

• Wants to control and influence others. 

• Likes to win arguments. 

• Enjoys competition and winning. 

• Enjoys status and recognition. 

Note: 

Those with a strong power motivator are often divided into two groups: personal and 

institutional. People with a personal power drive want to control others, while people 

with an institutional power drive like to organise the efforts of a team to further the 

company's goals. As you can probably imagine, those with an institutional power need 

are usually more desirable as team members! 

 

Extract from:https://www.mindtools.com/pages/article/human-motivation-theory.htm 

 

https://www.mindtools.com/pages/article/human-motivation-theory.htm
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1.8 Building teams  

 

  

“Coming together is a beginning. Keeping together is progress. Working 

together is success.”  

Henry Ford 

 

1.8.1 Working with people in a business environment 

When you work for an organisation in a business environment you will be expected to work 

with other people in a professional and productive way. Often you will have to work with other 

people in a team to complete certain tasks and projects within an organisation. Teams are 

comprised of different people with similar or 

different skills that work together, in a way that 

allows them to get the most out of their skills. 

Teams are often created to combined different 

people’s skills and work on tasks that are too large 

for one person to work on by themselves.  Teams 

are normally formed from people in the same 

department, but it is also possible for a team 

member to come from another department to help 

complete the project.   

1.8.2 Elements of a good team  

A good team is made up of the following elements:  
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• The team has a shared vision and all the team members try to obtain the same goals  

• The desired team outcome comes first. This means that the individuals of a team put their 

interests second so they are able to reach the goals set for the team  

• There are clear targets and priorities which the whole team agrees upon  

• They make decisions together as a team 

• The members have different strengths which contribute to the greater good of the team  

• All members are included. Everyone counts and no one is left feeling undervalued or left 

out.   

 

  

 

 

A rugby team is an example of a group of different people with similar skills, 

like the ability to play rugby, coming together to work towards a common goal, 

like winning a ruby game, under the guidance of a team leader like the team 

coach.  

 

A sales team is another example in which a group of salespeople working 

under a sales manager with the help of an administrator. They all work together 

because as a group they will be able to sell more products than an individual 

working alone would.   

  

 

 

1.8.3 Team roles and responsibility 

For a team to work effectively together different people will need to have different 

responsibilities. These responsibilities not only dictate what jobs each person much complete 

while working in a team but also give an indication of the team’s structure. Most organisational 

teams have the following members in them- 

 

Team sponsor: this is normally a high-ranking employee, like the Department manager, who 

has the authority to put a team together to work on a project for the sake of the organisation. 

The team sponsor will be responsible for 

• Maintaining overall authority and accountability 
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• Selecting the projects  

• Drawing up the team charter 

• Establishing the resources 

• Selecting all team roles and assignments 

• Reviewing and evaluating the teams progress 

• Monitoring any changes that take place. 

 

Team member: is anyone who contributes their knowledge, skills, and abilities to the work of 

the team. This means that anyone who is assigned to work on a team is a member of that 

team. A team member will be responsible for:  

• Participating fully in all meetings and sharing their knowledge; 

• Communicating by actively listening without making assumptions; 

• Completing all tasks assigned to them. 

 

Team leader: is the person that serves as a link between the team members and the rest of 

the organisation. The team leader must coordinate all of the team’s activities and maintain all 

team documentation. The team leader is also responsible for:  

• Establishing ways for team members to complete their tasks 

• Problem-solving  

• The analysis of data 

• Creating communication channels between the team, sponsor, and all other 

departments 

• Updating the sponsor on the progress of the project  

• Implementing changes when required 

 

Team coach: is the person that is responsible for encouraging team building and motivation, 

communication, resolving problems and analysing data. This person helps all the team 

members work together as a team. The team coach is also responsible for:  

• Using interpersonal communication skills effectively for example how to build a team, giving 

and receiving feedback, conflict management and resolution etc. 

• Maintaining the technical aspects for example project management, root cause 

methodology, planning etc. 
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• Training the team  

 

1.8.4 What are team dynamics and how do they affect the team? 

Team dynamics are the hidden forces that exist in a team between different people or groups.  

These forces often influence how teams and people act towards each other. One of the main 

factors that influence team dynamics is how long the team has been working together.  There 

is a theory (Bruce Tuckman, 1965) that teams go through various developmental stages before 

they are fully functional.  These stages of team development are: 

 

According to the theory, the stage that the team is in will influence the 

behaviour of the team members and the dynamics in the team.  The four steps are necessary 

for the team to go through so it can grow, learn to face challenges, tackle problems, find 

solutions and deliver results. This is what happens during each stage: 

Forming: 

In the first stages of team building, the forming of the team takes place. The team meets and learns 

about the goals that they have to achieve.  Team members tend to work alone rather than as part 

of the team because they are not used to thinking like a team yet and they do not know and trust 

each other yet.  They may be motivated but they do not really know what they have to achieve or 

how to do it.  Team members are usually on their best behaviour and there is no conflict.  

Supervisors of the team tend to need to be directive during this phase (in other words, they need 

to tell people exactly what to do).  

The forming stage of any team is important because in this stage the members of the team get to 

know one another and make new friends. This is also a good opportunity to see how each member 

of the team works as an individual and how they respond to pressure.  They do not achieve very 
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much though as most of their activity is spent getting to know each other, so team leaders need to 

get them out of this stage and on the path to the last stage (performing) as quickly as they can. 

Storming: 

Every group will then enter the storming stage in which the team members 

start to compete with each other.  The team starts to focus on itself and 

what is going on inside the team as much as on the actual task they are 

supposed to do and during this stage productivity suffers a little.  Team 

members open up to each other and challenge each other's ideas. In some 

cases, storming can be resolved quickly.  In others, the team never leaves 

this stage.  The experience of some team members usually determines whether the team will move 

out of this stage and how quickly. 

The storming stage is necessary for the growth of the team.  It can be unpleasant for those in the 

team who cannot deal with conflict but it is important that they learn to do so.  This phase can 

become destructive to the team and will lower motivation if the team supervisor does not control 

the dynamics.  

During this phase, the supervisor is more of a coach and a guide.  She may get involved 

occasionally to help team member’s work through conflict, but generally she just acts as a guide to 

help the team members make their own decisions.  Team members should be left to sort out their 

differences and at the end of this stage the team members will interact with one another more 

comfortably and they won't feel that they are being judged in any way.  This will help them to share 

their own opinions and views. 

 

 

Norming: 

At some point, the team may enter the norming stage.  Team members adjust their behaviour 

to each other as they develop work habits that make teamwork seem more natural and fluid.  

Team members often work through this stage by agreeing on rules, values, professional 

behaviour, shared methods and work processes.  During this phase, team members begin to 

trust each other.  Motivation increases as the team gets more familiar with the job they are 

supposed to do.  More work gets done. 

 Teams in this phase may lose their creativity if the norming behaviours become too strong 

and begin to stifle healthy conflict.  Supervisors of the team during this phase tend to be more 

involved than in the earlier stages. The team members can be expected to take more 
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responsibility for making decisions and for their professional behaviour.  This leads some team 

members to feel threatened by the amount of responsibility they have been given. They might 

try to resist the pressure and revert to storming again. 

  

Performing: 

Some teams will reach the performing stage.  

These high-performing teams are able to 

function effectively as they find ways to get the 

job done smoothly without dysfunctional conflict 

or the need for external supervision.  Team 

members have become interdependent.  By this 

time, they are motivated and knowledgeable.  

The team members are now competent and able to handle the decision-making process 

without supervision.  Disagreement is expected and allowed as long as it is channelled through 

means acceptable to the team.  

 Supervisors of the team during this phase are almost always participative (in other words they 

don’t tell the team what to do and they are involved with the team in making the decisions).  

The team will make most of the necessary decisions.  Many long-standing teams will go 

through these cycles many times as they react to changing circumstances, such as a change 

in leadership or the incoming of new team members.   

1.8.5 Working autonomously or collaborate with a team 

When you work within an organisation you will be required to work autonomously, or by 

collaborating with other people in a group. Working autonomously means that you have to 

work independently or by yourself. To work autonomously you need to be very self-disciplined 

and self-directed because no one else is involved in your work. This means that there will be 

no one else to get involved in what you are doing or help you keep track of the progress that 

you are making.  Some people prefer to work autonomously because they like to work by 

themselves and not have anyone else interfere with their work. Depending on your position 

within an organisation you will also be required to work on a team, especially on big tasks or 

projects. Just like you get some people that prefer to work alone you also get some people 

that prefer to work in a team. This is because when you work in a team you get to collaborate 

or cooperate with other people. This means that you get to make use of their skills and don’t 
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have to take so responsibility for the task or project that you are working on. When you work 

in a team you have to remember that it is important to communicate and share information with 

others, so that everyone is able to complete the tasks.  

  

 Always remember that “There’s no ‘I’ in team”. This means that when 

you work in a team you have to think of yourself as a member of a team 

and not as an individual. 

1.8.6 Improving the success of a team 

A good team has a whole that is greater 

than the sum of its parts. The members 

are committed to a shared goal and 

understand their responsibilities. Using 

techniques that build a team spirit are an 

important key to continued business 

success and growth.  

Team building techniques that can help 

an organisation achieve a successful and 

coherent team.       

• Each team member must have a clearly defined role: Each member needs to know what 

role they have within the team so that they can understand what is expected of them. They 

also need to know the roles of all the other team members and have a greater understanding 

of the overall picture and goal. By doing this each team member can build up a picture of 

where they stand and where each other person stands. The members know where they fit 

in and where the others fit in. This can also help to remove conflict within the team.           

• Team members must avoid or resolve conflict amongst themselves: Teams should 

have team building techniques in place to reduce conflict in a team. A team must work 

together in order to be successful. They need to know that there is an overall policy to deal 

with these problems when they arise. 

• There must be adequate channels of communication open and available to every 

team member. Communication is one of the best team building techniques. It covers just 

about everything. Keep all channels of communication between members open at all times.  
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• Team members must be allowed to celebrate team successes. Each and every team 

member should feel part of something vital and important. When team members feel 

important they should also feel that they have the right to celebrate any major success that 

a team has achieved.   

• The team must have a positive attitude in general. A positive attitude is important to 

success. A positive attitude (especially from team leaders) will motivate all team members 

and contribute to the overall success of the team.  

 

1.8.7 The importance of communication in a team 

Communication is the use of symbols to share information (see ‘Business Communication’ for 

more information). Even though teams can vary in their purpose or goal, teamwork will always 

be crucial to complete a project. One key element to successful teamwork is communication. 

Good teamwork starts with a shared understanding of its importance. Communication is what 

bridges teams together. It allows the teams to understand each individual’s point of view. 

Communication is something that needs to be practiced in every team to ensure the team is 

working effectively and efficiently. Communication can improve the way a team functions 

together in the following ways:  

Increases Interaction: 

If a team has properly established channels of communication 

information can flow easily between team members and this then 

increases the ability of employees to interact according. Team 

members will then learn how to interact more effectively with each 

other while performing their duties and be able to understand one 

another’s strengths and weakness better.  

 

Conflict: 

Poor communication within a team can cause misunderstandings and that can lead to internal 

conflict. If information is misinterpreted it creates conflict which means the team will not be able 

to work productively.  Effective communication eliminates misunderstandings and reduces the 

possibility of conflict. By doing this a team can focus on completing its tasks.  

 

 



 

 

53 | P a g e   © 2 0 2 2  f i a n a c e i u m  

 

1 

Responsibilities: 

Team members need to understand their individual responsibilities for the team to succeed. 

They also need to understand how the duties of their team help the organisation to move 

forward. Good communication gets all of the necessary information to each team member, so 

that they are aware of their responsibilities and the organisation’s progress.  A broken 

communication system can leave team members confused about what is expected of them. 

They might also be unmotivated because they do not understand how their work contributes 

to the organisation’s success. 

Training: 

A team with an effective communication system can be easily trained by the company, or by 

the team manager. When a team does not communication properly training information does 

not get distributed to the entire team. The team members that received the information are up 

to date while the other members of the group still need to be brought up to speed on new 

developments. Good team communication helps to maintain employee development and 

keeps the entire team updated with new information. 

1.8.8 Communication between a team and the stakeholders 

Communication is not only important amongst the team members but also between the team 

and external bodies like the shareholders of the project. A stakeholder is any person or 

organisation, who can be positively or negatively impacted by, or cause an impact on the 

actions of a team or project. Therefore, communication between a team and its stakeholders 

are important because it helps to develop coordination. This can then assure the success of a 

project. If stakeholders are not informed about the progress that a team is making they may 

not be aware of the consequences this will have. Because of this it is important to identify all 

stakeholders and know what purpose they have within a team.  This is done so the team can 

turn their criteria into obtainable goals. The different types of stakeholders are:  

• Primary stakeholders- are those that are ultimately affected, either positively or negatively 

by an organisation's actions; 

• Secondary stakeholders - are the ‘intermediaries’, or the people or organisations who are 

indirectly affected by an organisation's actions. 

• Key stakeholders- these people or organisations can belong to the first two groups but also 

have significant influence upon or importance within the organisation. 
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1.9 Conclusion 

We introduced you to leadership and discussed the nature and characteristics of effective 

leadership. We specifically looked at why people follow a leader. We discussed the various 

leadership styles, traits, and theories behind leadership. 

Lastly, we discussed what motivates people in the workplace and building successful teams 

in an organisation.  

Complete the “take aways” section at the end of this chapter and then expand on the mind 

map provided at the beginning of this chapter. 

 

1.10 Glossary of terms 

Here are some words and concepts that you may find unfamiliar.  There are a few lines at the 

end of this section for you to write down additional ones that you did not understand from the 

chapter (these you will have to look up).  Practice using these.  

Having a good vocabulary and understanding is important – it shows your clients, your fellow 

employees, and your manager that you are conversant and informed. 

Mentor Is an experienced person in a company or educational institution who 

trains and counsels new employees or students. A trusted 

counsellor or guide. 

Coach Coaching is one person guiding another through a process, leading 

to performance enhancement. The applications can vary. Support to 

achieve a specific project, helping an individual to do better what they 

already do well, or developing a skill they don't yet possess. 

A meritocracy An elite group of people whose progress is based on ability and tale

nt rather than on class privilege or wealth. A system in which a 

person is rewarded and advanced. 

Leadership by able and talented persons. 

 

Other unfamiliar words:   
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1.11 Take aways 

Summarise the key points that you will take away from this chapter.  Effectively this is a 

summary of what you learnt in the chapter and how you will use it. 

What I learnt How I can use this knowledge 
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Learning Outcomes 

Chapter 2 covers the unit standards: 

 

252042 – Apply the principles of ethics to improve 

organisational culture. 

When you have completed this chapter, and all of the 

assessments you will be able to: 

• Demonstrate an understanding of the relationship between 

values, ethics and organisational culture and its impact on 

achieving goals and objectives. 

• Apply the concept of corporate ethics to a unit. 

• Analyse a unit in relation to the principles of corporate 

ethics. 

• Formulate recommendations for strengthening shared 

organisational values, the code of conduct and ethical 

practices. 

  

252029 – Lead people development and talent management  

When you have completed this chapter, and all of the 

assessments you will be able to: 

• Analyse education, training, and development needs of 

members of a unit. 

• Record the results of the training needs analysis. 

• Compile a people development plan for a unit. 

• Manage the implementation of the people development plan 

of a unit. 

 

252035 – Select and coach first line managers. 

HUMAN RESOURCE MANAGEMENT 
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When you have completed this chapter, and all of the 

assessments you will be able to: 

• Select first line manager for a specific position. 

• Plan the coaching process of a first line manager. 

• Coach selected first line manager.  

• Monitor and measure the results of coaching sessions. 

 

252043 – Manage a diverse work force to add value.  

When you have completed this chapter, and all of the 

assessments you will be able to: 

• Demonstrate knowledge and understanding of diversity in 

the workplace. 

• Demonstrate understanding of the reality of diversity and its 

value in a unit. 

• Manage team members taking into account similarities and 

differences. 

• Deal with disagreements and conflicts arising from diversity 

in a unit. 

 

 252034 – Monitor and evaluate team members against 

performance.  

When you have completed this chapter, and all of the 

assessments you will be able to: 

• Formulate performance standards for team members in a 

unit. 

• Establish systems for monitoring performance. 

• Prepare for a performance review of a team member. 

• Conduct performance review interview. 

 

252020 – Create and manage an environment that promotes 

innovation.  
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When you have completed this chapter, and all of the 

assessments you will be able to: 

• Analyse own unit in terms of opportunities for innovation. 

• Demonstrate understanding of the techniques for promoting 

creativity. 

• Develop a plan for creating an environment conducive to 

innovation. 

• Lead a team through a creative thinking process. 

 

 

 

 Test your knowledge 

 

1. What legislation regulates Training and Development these days? 

 

 

 

 

 

 

 

2. What is the difference between an “internal regulation” and an “external regulation”? 

 

 

 

 

 

 

 

http://www.presentermedia.com/index.php?target=closeup&id=7934&categoryid=120&maincat=animsp
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5. HR Legislation 

Constitution of ZA 

Employment contract 

Labour Relations Act 

Basic Conditions of Employment Act 

Employment Equity Act 

Occupational Health and Safety Act 

Compensation for Occupational 

Injuries 

Unemployment Insurance Act 

 

Mind map of the chapter 

 

CHAPTER 2 

 

HR MANAGEMENT 

1. Introduction to HR 

Role of HR 

Corporate ethics 

Organisational cultures 

Diversity 

HR Planning 

Talent management 

Training and development legislation 

3. Innovation and Creativity 

Innovation plan 

Lead user process 

Creativity techniques 

2. Coaching 

Coaching vs mentoring 

Coaching plan 

Monitor and measure results 

GROW concept 

 

4.Performance Management  

Setting standards 

Monitor performance 

Performance review interview 
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2. Introduction to Human Resource Management 

In organisations the human resource function is much more 

than just filing, routine administration and record-keeping 

activities. The HR strategies should be very much a part of the 

organisational plans and be in line with the organisations 

strategy. HR should operate as a “profit centre” in 

organisations. HR is the centre of the legal environment in 

which HR related decisions have to be taken and it can have 

a very negative impact for the organisation if the right legal 

decisions are not made.   

 

2.1 The role of human resources 

The human resources management team suggests to the management team how to 

strategically manage people as business resources. This includes managing, recruiting, and 

hiring employees, coordinating employee benefits, and suggesting employee training and 

development strategies. In this way, HR professionals / specialists are consultants, not workers 

in an isolated silo. They advise managers on many issues relating to employees and how they 

help the organisation achieve its goals. 

HR also plays a collaborative role at all levels of the organisation. Management and HR 

specialists work together to develop employees' skills. For example, HR specialists advise 

management and supervisors how to assign employees to different roles in the organisation, 

thereby helping the organisation adapt successfully to its environment. In a flexible 

organisation, employees are shifted around to different business units based on business 

priorities and employee preferences. 

HR specialists also suggest strategies for increasing employee commitment to the 

organisation. This begins with using the recruitment process or matching employees with the 

right positions according to their qualifications. Once hired, employees must be committed to 

their jobs and feel challenged. 

The HR team helps a business develop a competitive advantage so it can offer a unique set 

of goods or services to its customers. It is really not just about hiring talent but keeping people 

and helping them grow and stay committed over the long term. 
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The main functions of an HR department are the following: 

• Recruitment: HR plays a key role in developing the employer's workforce. They advertise 

job postings internally and externally, source candidates, screen applicants, conduct 

preliminary interviews and coordinate the hiring of talent with managers responsible for 

making the final selection of candidates. 

• Health and safety: Workplace safety is an important factor. Under the Occupational Health 

and Safety Act, employers have an obligation to provide a safe working environment for 

employees. One of the main functions of HR is to support workplace safety training and 

maintain logs for workplace injury and fatality reporting. HR safety specialists work closely 

with HR benefits specialists to manage the company's workers compensation issues. 

• Employee relations: this HR function is concerned with strengthening the employer-

employee relationship through measuring job satisfaction, employee engagement and 

resolving workplace conflict. This includes developing management response to union 

campaigns, negotiating collective bargaining agreements and rendering interpretations of 

labour union contract issues. 

• Employee wellness: Organisations are currently becoming more aware of issues related 

to employee wellness or well-being (Hooper, 2004) and there is an increased interest in 

integrating wellness activities with employers’ responsibilities (Hillier, Fewell, Cann & 

Shephard, 2005). This has led to the introduction of various programmes. They include 

Employee Assistance Programmes (EAPs) and Employee Wellness Programmes (EWPs) 

to address wellness issues in the workplace. 

• Compensation and benefits: This HR function includes developing compensation 

structures and evaluating competitive pay practices. They also negotiate group medical aid 

rates with outside companies and coordinate activities regarding employee’s retirement 

savings. Payroll can be a function done internally in the organisation or it can be 

outsourced. 

• Compliance: with labour and employment laws is a critical HR function. Non-compliance 

can result in workplace complaints based on unfair employment practices, unsafe working 

conditions and general dissatisfaction with working conditions that can affect productivity 

and profitability. HR staff must be aware of employment legislation such as the Basic 

Conditions of Employment Act (BCEA) and the Labour Relations Act (LRA). 
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• Training and development: Employers must provide employees with the necessary tools 

to succeed. This may mean giving new employees extensive orientation training to help 

them transition into a new organisational culture. Many HR departments also provide 

leadership training and professional development. Leadership training may be provided for 

issues such as performance management and how to handle employee relations matters. 

This is also the department that deals with bursary programs and study reimbursement if 

offered by the organisation. 

  

2.2 Corporate Ethics 

 

Why ‘business ethics’ and not just ‘ethics’? 

What is ethics? 

Can business ethics be trained? 

Where do we get our ethics from? 

Are there cultural differences in ethics? 

In today’s volatile and highly competitive business environment these are some of the 

controversial issues organisations are faced with on a daily basis. 

So, what is corporate ethics then? 

The broad area dealing with the way in which a company behaves towards, and conducts 

business with, its internal and external STAKEHOLDERS, including employees, investors, 

creditors, customers, and regulators. In certain national systems, minimum standards are 

required or recommended in order to eliminate potential conflicts of interest or client/employee 

http://thelawdictionary.org/stakeholders/
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mistreatment 

 

Extract from: Law Dictionary: http://thelawdictionary.org/corporate-ethics/ 

Business ethics is the study of proper business policies and practices regarding potentially 

controversial issues, such as corporate governance, insider trading, bribery, 

discrimination, corporate social responsibility, and fiduciary responsibilities. 

Extract from: www.investopedia.com/terms/b/business-ethics.asp 

The application of a moral code of conduct to the strategic and operational management of a 

business. 

Extract from: http://www.applied-corporate-governance.com/define-business-ethics.html 

 

Below is an example of the Corporate Governance policy at the South African National Blood 

Services (SANBS). After reading the article complete the activity regarding your own 

experiences. 

http://thelawdictionary.org/corporate-ethics/
http://www.investopedia.com/terms/b/business-ethics.asp
http://www.applied-corporate-governance.com/define-business-ethics.html
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Governance  

Corporate Governance 

The South African National Blood Service is a non-profit organisation, which serves the 

public through services procured from the public. SANBS must therefore operate within a 

sound corporate governance framework in order to give all its stakeholders the assurance 

that the organisation is operated, managed, and governed in a manner which is appropriate 

to a non-profit organisation. 

The corporate governance landscape in South Africa has changed significantly during the 

past decade, as a result of corporate governance scandals in both the public and private 

domain. The result of these governance catastrophes was the publication of the Third King 

Report on Corporate Governance (King 3), in addition to the promulgation of the Companies 

Act of 2008. 

When the 2001 King Report was issued, the SANBS Board recognised that various changes 

were required to the SANBS governance structure in order to comply with the report. These 

changes were implemented as appropriate. With the implementation of the King 3 Report 

and 2008 Companies Act, the SANBS Board must realise that corporate governance is a 

continuously evolving process. Therefore, the Board must be prepared to reassess its 

corporate governance framework on a regular basis, in order to take cognisance of changes 

to SANBS’ internal and external environment, as this will be the only way of ensuring that 

SANBS remains sustainable into the future. 

SANBS has now embarked upon a process to ensure that it complies with: 
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• The requirements of the Companies Act 2008 

• The requirements of the King 3 report 

• All relevant legislation; and 

• Appropriate codes of good practice 

The Board recognises that any processes implemented must be flexible to ensure that 

SANBS is able to respond swiftly and appropriately to the challenges of the health services 

sector. 

Extract from: https://sanbs.org.za/governance/ 

 

 Individual Activity  

1. What are your company’s values? 

2. How would you describe your company’s culture? 

3. Is there a code of conduct for your profession or 

industry? 

4. Is corporate governance and business ethics the same 

thing? 

 

 

 

 

 

 

 

 

 

https://sanbs.org.za/governance/
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Apply the principles of ethics to improve organisational culture 

• Personal values: the rules by which we make decisions about right and wrong 

• Organisational ethics: tend to be codified into a formal system or set of rules which are 

explicitly adopted by a group of people (e.g. medical ethics).  Ethics are internally 

defined and adopted, while morals tend to be externally imposed on other people 

• Morals: there is a greater social element to values and they tend to have a very broad 

acceptance. Morals are far more about good and bad than other values. We judge 

others more strongly on morals than values 

• Company culture: ‘the way things are done in a company’. 

Personal value and company values or code 

• It can happen that your personal values conflict with those of your company or 

profession 
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• For example: you are Catholic and pro-life (anti-abortion) but the hospital you work for 

offers legal abortions to poor women in the community  

• Can you think of other examples? 

Triple bottom line reporting 

• The triple bottom line ("TBL" or "3BL“) is the expanded spectrum of values and 

criteria for measuring organisational success 

• Also known as "people, planet, profit" or "the three pillars “ 

• It captures an expanded spectrum of values: economic, ecological, and social 

• Companies and state-owned enterprises in Europe need to report their progress on 

these values with their annual reports 

Corporate ethics 

• Why must companies be ethical? 

• What Acts, regulations, code, etc. are relevant to your company? 

• South Africa's Constitution, 

• The King III code for corporate governance 

• Public Finance Management Act  

• The principles of Batho Pele 

• Industry specific codes and legislation? 

 

 Individual Activity  

Answer the following question to help you relate the 

knowledge and skills from this section to your organisation. 

1. How ethical is your company?  

Think about the: 

a. Accounting information,  

b. Marketing,  

c. Sales,  

d. Production,  
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e. Intellectual property,  

f. Tendering processes,  

g. Information Technology  

h. Human Resources.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How would you measure the value and ethics of your staff? 

• Questionnaire with staff (anonymous) 

• Focus groups – with an outsider not an in-company facilitator 

• Get a picture of the current state of ethics  
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• If you know what picture you want of the company’s ethics then knowing where you are 

can help you to lead change 

Making improvements 

• What could you do to improve /strengthen the shared organisational values and ethical 

practices? 

• Have a plan 

• Communicate the desired and current state and importance of changing 

• Monitor progress and communicate results 

 

2.3 Organisational Cultures 

 

 

Organisational culture refers to a shared system of values, assumptions and beliefs that 

impact on the behaviour of organisational members. 

 

 Organisational culture and values differ amongst organisations across the globe and whatever 

people believe and value will influence their thinking, behaviour and attitudes. 
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The biggest challenge for organisations today is establishing an organisational culture that 

supports the organisations vision and goals. Organisations are trying to entrench positive 

cultures in organisations that support innovation, creativity, collaboration and who share ideas 

openly. Culture can become an asset or a liability, depending on how it is managed. 

Take for example a person who is newly recruited into an organisation. That employee may 

have the relevant qualifications but if they do not ‘fit into’ or feel comfortable with the 

organisational culture, it is probably not going to be a very successful appointment.  

  

2.4 Managing diversity in the workplace 

Diversity in the workplace 

Diversity includes all differences amongst people for example, their backgrounds, culture, 

personality, beliefs, values, race, age, sexual preference, gender, disability, language, and 

education levels. All workplaces are diverse – and this adds value in decision making and 

other processes if it is properly used. However, people fear those who are ‘not like me’ – 

so it can become a reason to discriminate. 

Cultural biases, stereotypes, and perceptions 

Cultural bias: is the phenomenon of interpreting and judging phenomena by the standards 

inherent to one's own culture. 

• It occurs when people of a culture make assumptions about conventions, including 

conventions of language, notation, proof, and evidence - they are then accused of 

mistaking these assumptions for laws of logic or nature. 

A stereotype is a commonly held popular belief about specific social groups or types of 

individuals. 

• The concepts of "stereotype" and "prejudice" are often confused  

• Stereotypes are standardised and simplified conceptions of groups based on some 

prior assumptions 

• Sociologists believe that mental categorising (or labelling) is necessary and 

inescapable 

• Stereotypes can be negative or positive 
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Possible prejudicial effects of stereotypes 

are: 

• Justification of ill-founded prejudices or 

ignorance 

• Unwillingness to rethink one's attitudes 

and behaviour towards stereotyped group 

• Preventing some people of stereotyped 

groups from entering or succeeding in 

activities or fields 

 

 

Perception is the process of attaining awareness or understanding of sensory information.  

• What one perceives is a result of interplays between past experiences, including one’s 

culture, and the interpretation of the perceived 

• Important – how do you perceive yourself and how do you perceive others? 

The benefits of diversity in teams 

The benefits include the following: 

A much wider range of skills and experiences are made available which results in the following: 

• Better decision making 

• More ideas are generated 

• Better product development 

• Better sales efforts  

• Better execution of projects 

• Better customer service  

• More adaptable 

How do managers tap into these benefits of diversity? 

• Encourage diversity – recognise it and embrace it (don’t force everyone to conform). It 

allows for a more creative and innovative working environment.  

• The biggest challenge with having a diverse workforce is miscommunication. Managers 

need to ensure communication is clear and unambiguous. 
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• Another challenge is cultural bias – take time to coach others to ensure common 

understanding and a ‘company culture’. Study or read up on other cultures to help 

increase your knowledge.  

• Take care to assimilate people who are different into the company culture – don’t leave 

them on the fringes. 

• Self-monitor – know how your style impacts those who are different to you and adapt 

yourself to reduce the negative impact. 

 When managing - know your staff 

• Consider similarities and differences that your staff have and think about how these 

may impact your ability to lead and communicate. 

• Find ways to encourage diverse viewpoints.  

• Seek out knowledge about different beliefs, cultures, activities – so that you can be 

more empathetic and understanding.  

Managing conflict 

• Acknowledge the conflict/disagreement constructively – don’t just sweep it under the 

carpet. 

• Deal with any cases of discriminatory practices swiftly before they become a big 

problem (small problems are easier to deal with). 

• Use open and clear communication techniques.  

• Use the conflict as a basis to discuss diversity – to enhance the future relationships in 

the workplace. 

2.5 Human Resources planning 

One of the biggest functions of HRM is to ensure the organisation employs the right number 

and type of people. The employees are one of the organisations biggest assets, therefore it is 

vital that the right people are hired for the job. 
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The following tasks need to take place. 

 

 

 

HR Planning: With the rapid changes that take place in business today, HR needs to 

constantly assess and review an organisations needs regularly. This means an organisations 

human resources never remain the same. Therefore, HR must always make sure that the 

organisation has enough people with the right skills at the right time. This HR plan needs to be 

flexible and adaptable for when conditions in the organisation change. This planning process 

is also an ongoing process. 

Job analysis: This is the process of identifying and determining the detail of a particular job. 

The duties and requirements are assessed and then a job description or job specification is 

created.  

So, what does a job description and job specification 

include? 

 

 

 

 

 

 

 

 

 

 

 

HR planning Recruitment Selection Placement Induction
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A job description is used to present a description of a particular job. It lists the requirements 

for the job. It gives clear understanding of what is expected in a specific job.  

A job specification is also derived from a job analysis. It describes the knowledge, skills, 

education, experience, and abilities that are required and are essential to perform a particular 

job.  

The difference between the two is that the job description defines the duties and requirements 

of a specific job and the job specifications describes the details of the requirements of the 

person who needs to do the job. 

Job description Job specification 

• Job title 

• Location of department 

• Who the person will 
report to 

• Summary of the work 

• Resources used i.e. 
machinery, tools, 
materials 

• Authority given to the 
person 

• Working conditions 

• Dangers 

INCLUDES: 

• Education and 
qualifications 

• Training 

• Experience 

• Powers of judgement 

• Physical requirements 

• Skills needed 

• Personal characteristics 

 

INCLUDES: 
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Recruitment: This is the process of identifying and hiring the best-qualified candidate for a 

vacancy in the most timely and cost-effective way. It includes all the activities carried out by 

the organisation to find the most appropriate potential employees and persuade them to apply 

for the available position. The details and specifications / criteria set out in the JD and JS is 

what is used to measure the employees’ possible suitability for the position. The process of 

recruitment includes deciding on the details / criteria of the position, deciding whether to 

advertise a position internally, externally or if a particular person needs to be headhunted and 

then recruiting.  

The following recruitment techniques are used in the recruitment process: 

• Advertising in newspapers and online. 

• Career exhibitions are mostly used to recruit recent graduates or people who wish to do a 

career change.  

• The organisations database can be used to collect information of potential candidates and 

when a post becomes available it will flag the potential candidates. 

• Employment agencies interview prospective candidates and try to match their 

qualifications and skills with specific job openings posted by organisations.  

• Internal recruitment is when existing employees are recruited because they make a good 

match for a specific vacancy in the organisation.  

• Employee / external referral is the act of referring someone to someone else for 

consultation, review, or further action with regards to a vacant position. 

Let’s have a look at the recruitment and selection process/steps. 
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Selection: This is the process used by organisations to choose the most suitable candidate 

for a specific position from a list of applicants. This is a crucial step because if the wrong 

candidate is selected it can have devastating consequences on an organisation for a very long 

time. 

The following steps need to be carried out during the selection process: 

Step 1: Identify a vacancy

Step 2: Do a job analysis

Step 3: Advertise the 
position internally or 

externally or both 

Step 4: Shortlist suitable 
candidates

Step 5: Selection
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Placement: If the offer is accepted by the candidate, the candidate will receive a written letter 

of appointment. Placement is the process whereby new employees are placed in the post for 

which they applied. Once the employee reports for duty on the agreed date, some 

administrative tasks need to be dealt with i.e. medical aid, pension plans, unemployment 

insurance (UIF), tax forms etc. 

Step 1: Preparation

Step 2: Select the selection 
committee

Step 3: Determine selection 
criteria

Step 4: Advertise position

Step 5: Sort applications

Step 6: Identify and shortlist 
suitable candidates 

Step 7: Conduct interviews

Step 8: Reach selection 
decision

Step 9: Verbal offer of 
employment given to selected 

candidate

Step 10: Give written offer of 
employment  and contract of 

employment to candidate

Step 11: Advise unsuccessful 
candidates. Give feedback 
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Induction: The employee is first introduced to the organisation, it’s procedures, the 

environment, the work situation, colleagues, and the relevant management. 

2.6 Talent Management  

 

Talent management refers to the anticipation and planning required with regards to human 

capital for an organisation. Everything done to recruit, retain, develop, reward, and make 

people perform forms a part of talent management as well as strategic workforce planning. 

Source:  

This HR process is designed to attract, develop, motivate, and retain productive, engaged 

employees. The goal of talent management is to create a high-performance, sustainable 

workforce that meets its strategic and operational goals and objectives. 

A talent management system (TMS) is an integrated software suite that addresses the “four 

pillars” of talent management: recruitment; performance management; learning and 

development; and compensation management. 
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2.7 Training and Development 

Whose responsibility is it for an individual’s career 

development? 

What are the characteristics of a learning 

organisation? 

Why do so few adults seem to embrace the concept 

of lifelong learning? 

 

 

 

 

2.7.1 Skills Development Legislation 

To improve the low skills in South Africa three pieces of legislation were written pertaining to 

Skills Development in South Africa that organisations are required to implement. 

They are the following: 

• Skills Development Act 97 of 1998 

• Skills Development Levies Act 9 of 1999 

• South African Qualifications Authority Act 58 of 1995 

These Acts form part of the national skills development strategy which aims to link learning to 

the demands of work, develop the skills of existing workers and enable employers to become 

more competitive and productive. 

2.7.1.1 Skills Development Act 97 of 1998 (SDA) 

 

This Act aims to improve the skills of workers by promoting education and training in the 

workplace. It governs the National Skills Authority and Fund, the skills development levy-grant 

scheme, the Sector Education Training Authorities (SETAs), labour centres and the Skills 

Development Planning Unit. These bodies encourage partnerships between the public and 

private sectors of the economy and help new entrants into the labour market to find work. 
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Extract from: 

http://ossafrica.com/esst/index.php?title=Summary_of_the_Skills_Development_Act%2C_no._97_of_1

998 

 

 

 

Individual Activity: Refer to the following website to read up on the 

SDA. Answer the questions below.   

Available from: www.saqa.org.za/docs/legislation/2010/act97.pd 

[Accessed 13 Feb 2017]. 

1. Referring to the SDA Section 2, what are the purposes of 

this Act? 

2. What institutions were established by this Act? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://ossafrica.com/esst/index.php?title=Summary_of_the_Skills_Development_Act%2C_no._97_of_1998
http://ossafrica.com/esst/index.php?title=Summary_of_the_Skills_Development_Act%2C_no._97_of_1998
http://www.saqa.org.za/docs/legislation/2010/act97.pd
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2.7.1.2 Skills Development Levies Act 9 of 1999 

The purpose of this Act is to provide for the skills development levy. According to section 3 of 

the Act every employer must pay a skills development levy to SARS, which is 1% of an 

employee’s total remuneration (note there are exceptions to this). The National Skills Fund will 

receive 20% of the levy and organisations will be able to claim for financing for up to 80% of 

the levy.  

  

 

Additional reading: Go to the following websites to read up on the 

Skills Development Levies Act: 

The South African department of Labour. Available 

from:http://www.labour.gov.za/DOL/downloads/legislation/acts/skills

-development-act/Act%20-

%20Skills%20Development%20Levies.pdf [Accessed 13 Feb 2017]. 

The South African Labour Guide. Your guide to labour law in 

south Africa. Available from: http://www.labourguide.co.za/skills-

development [Accessed 13 Feb 2017]. 
  

2.7.1.3 South African 

Qualifications Authority Act 58 of 

1995 (SAQA) 

After the publication in 1994 of the 

National Training Strategy Initiative 

document, the government’s White Paper 

on Education and Training was published 

in 1995.  

 

 

The objective of SAQA (legislative body) is to provide for the development and implementation 

of the National Qualifications Framework (NQF) and to establish the South African 

http://www.labour.gov.za/DOL/downloads/legislation/acts/skills-development-act/Act%20-%20Skills%20Development%20Levies.pdf
http://www.labour.gov.za/DOL/downloads/legislation/acts/skills-development-act/Act%20-%20Skills%20Development%20Levies.pdf
http://www.labour.gov.za/DOL/downloads/legislation/acts/skills-development-act/Act%20-%20Skills%20Development%20Levies.pdf
http://www.labourguide.co.za/skills-development
http://www.labourguide.co.za/skills-development
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Qualifications Authority. SAQA promotes a high-quality education and training system in South 

Africa that embraces the concept of life-long learning for all.    

 

 

Additional reading: Go to the following website to read up on the 

South African Qulifications Authority Act 58 of 1995: 

The South African Qualifications Authority. Available from: 

http://www.saqa.org.za/show.php?id=5469 [Accessed 13 Feb 2017]. 

The South African Labour Guide. Your guide to labour law in 

south Africa. Available from: 

http://www.labourguide.co.za/skills-development [Accessed 13 

Feb 2017]. 

 

 

 

 

 

A Training needs analysis is used to identify education, training, and development needs of 

staff. Below are the steps to carry out this analysis. 

• Step 1: decide what skills and knowledge each position needs (job specification) 

• Step 2: assess current skills and knowledge of each person (performance appraisal) 

• Step 3: compare results from step 1 and step 2 and identify gap for each person 

• Step 4: consolidate individual needs into a single plan (and consider talent 

management strategy + BBBEE) 

 

Below is an example of a TNA  

 

Extract from:www.workplace-

essentials.dtwd.wa.gov.au/.../Training%20needs%20analysis%20tem 

 

 

http://www.saqa.org.za/show.php?id=5469
http://www.labourguide.co.za/skills-development
http://www.workplace-essentials.dtwd.wa.gov.au/.../Training%20needs%20analysis%20tem
http://www.workplace-essentials.dtwd.wa.gov.au/.../Training%20needs%20analysis%20tem
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The Development needs/gaps identified:  

• These gaps can be addressed via formal training (classroom or distance or e-learning) 

or informal training (mentorship and coaching) 

• Ideally the development needs identified by the organisation should link to the 

development needs of the individual (their own career development plan) 

• The development needs must link to the overall company strategy 

• Companies need to consider their BBBEE plan, talent management and succession 

strategy 

• The TNA must be submitted to the relevant SETA as the Workplace Skills Plan (WSP) 

Training Plan/ People Development Plan is a summary of the TNA and includes the 

following: 

• It lists specific learning programmes to address each skills need, for example, 

learnerships or apprenticeships which includes structured workplace experience and 

theory. 
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A learning programme is a prescribed programme which includes a structured work 

experience component, which includes a Learnership, Apprenticeship, Skills Programme, 

Internship and any other prescribed set of learning offerings which include a structured work 

experience component. 

Learnerships are structured learning programmes of a specific nature, level and duration 

resulting in a nationally recognised qualification. Learnerships must be formally registered with 

the Department of Labour and contain both practical (70%) and theoretical (30%) components  

• skills programmes – are short courses linked to unit standards 

A Skills Programme is a learning programme which is occupationally based and for which a 

learner may obtain a certain number of credits towards a registered qualification. It includes 

practical (work-place) experience and addresses the identified needs of a specific industry. 

The unit standards when added together can eventually lead to a qualification. 

• Internships – are focused on graduates to supply workplace experience 

An Internship requires that the successful applicant already have in place a Higher Education 

Qualification. The internship provides the successful applicant with practical experience in their 

field. An example of this can be seen with potential accountants or law students who must 

complete their articles. The job will last only so long as the contract states. 

• non-credit-bearing short courses  

• Mentoring and coaching  

• continuous professional development – professional body driven 

Legal framework around skills development 

• SA Qualification Authority (SAQA) is the custodian of the NQF for learning 

achievements in South Africa. 

 

The National Qualifications Framework (NQF) is 

the structure to ‘standardise’ and register all 

education and training in the country, from grade 

R through to PhD studies. It facilitates access to, 

mobility and progression within education, 

learning and career paths to enhance the quality of education and training. 
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• Sector Education & Training Authority (SETA) are the statutory bodies that administer 

training and education initiatives within particular sectors of industry in South Africa. 

• Unit standards are the registered statements of desired education and training 

outcomes and their associated assessment criteria together with administrative and 

other information as specified in the regulations. 

• Recognition of Prior Learning (RPL) is the comparison of the previous learning and 

experience of a learner howsoever obtained against the learning outcomes required for 

a specified qualification, and the acceptance for purposes of qualification of that which 

meets the requirements. RPL is seen as a sustainable model that can be applied widely 

to assist candidates to prove their competence, regardless of how and when they 

acquired that competence.  

• National Skills Development Strategy (NSDS) – overall country goals for lifelong 

learning and to improve skills of all citizens to make them employable. 

 

 

Implementation of your training plan 

• Implement the training plan 

• Track progress of learners – to see that company and individual goals are achieved 

• Report to managers + SETA (if credit bearing) 

• Monitor quality 

• Make recommendations for future improvements 
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2.8 Coaching 

What is coaching? 

What is the difference between coaching and 

mentoring? 

Coaching reduces labour turnover in the first six 

months – why do you think this is? 

What are the qualities of a good workplace 

coach? 

When would you use coaching in the workplace? 

These are just some of the questions that will be answered in this section. 

Let’s look at some definitions of coaching:  

•  “Coaching is centred on unlocking a person’s potential to maximise his or her own 

performance …, improving the individual with regard to performance and the 

development of skills”. (Gallwey 1986). 

• “… a process that enables learning and development to occur and thus performance 

to improve.” (Parsloe 1999) 

•  “Coaching shares some aspects of counselling, therapy, teaching, consultancy and 

mentoring.  It also has a characteristic approach that is different from all of these.  

Coaching is generative, focuses on the present and future, and understands through 

taking action.” (O’Connor and Lages 2004). 
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2.8.1 Coaching versus Mentoring 

What is coaching? 

A coach tutors or instructs a 

person to achieve a specific goal 

or skill. In cricket, a batting coach 

only focuses on the batting 

technique and the mechanics of 

hitting the ball. They spend time 

instructing the hitter how to 

change their swing to improve 

their performance.  

In the office environment, you 

may see similar coaches helping others improve a skill. They may be sales coaches or 

customer service coaches. No matter what the area of focus is, a coach specialises on 

improving one or two areas of development at a time.  

The characteristics of a coach: 

• Trainer 

• Instructor 

• Tutor 

• Focus on one or two skills at a time 

• Their interaction is planned and structured 

• Managers coach all of their staff as a required part of the job 

• Coaching takes place within the confines of a formal manager-employee relationship 

• Focuses on developing individuals within their current jobs (on-the-job coaching) 

• Coaching is very functional due to the need to ensure that individuals can perform the 

tasks required to the best of their abilities 

• Relationship tends to be initiated and driven by an individual’s manager 

• Relationship is finite - ends as individual transfers to another job 
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What is mentoring?  

Mentoring has a different purpose and goal. Mentoring is 

the act of guiding, counselling, and supporting. This is 

vastly different from coaching. It is fundamentally 

teaching. However, the objective is     slightly different. 

Mentorship is more voluntary in nature and is less formal 

than coaching. The mentor and protégé (mentee) 

endeavour on a broad development goal like becoming a 

leader. Mentoring encompasses many complex areas of 

development.   

 

Mentoring scenarios include the following: 

• Networking 

• Political strategising 

• Negotiation 

• Managing 

The characteristics of a mentor: 

• It takes place outside of a line manager-employee relationship, at the mutual consent 

of a mentor and the person being mentored. 

• It is career-focused or focuses on professional development that may be outside a 

mentoree’s area of work. 

• The relationship is personal – a mentor provides both professional and personal 

support. 

• The relationship may be initiated by a mentor or created through a match initiated by 

the organisation. 

• The relationship crosses job boundaries 

• The relationship may last for a specific period of time (nine months to a year) in a formal 

program, at which point the pair may continue in an informal mentoring relationship.  
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The difference between a Coach and a Mentor: 

The coach and the mentor can be the same person but they must wear a different cap. 

Mentors give the answer. People draw from their expertise. Mentors advise and 

demonstrate. 

Coaches facilitate the answer through robust questioning to get the coachee to come up 

with the answer. 

 

Let’s take a look at an example:  

The manager needs to coach a new team leader in the department. 

• Draw up a coaching plan - according to identified priorities in the department and Key 

Result Areas (KRAs) of the position and your evaluation of the knowledge and skills 

required 

• Discuss the KRAs with the team leader. 

• Record the performance agreement. 

The Coaching plan includes the following: 

• Coaching focuses on developing NOT fixing 

• A coaching plan is usually aimed at someone who is performing but needs extra 

assistance 

• A Performance Improvement Plan is aimed at someone who is not performing as they 

should 

• Know what you want to work on – Be SMART in your goal setting 

• Meet regularly – use this to supplement the induction that was done for the new team 

leader 

When coaching 

• Have a broad coaching action plan – so that you don’t leave anything out 

• Feedback should be honest, constructive, and supportive 

• Maintain trust and honesty 

• Structure the sessions to draw out the person's potential rather than put in aims and 

knowledge from outside.  

• Use the process to develop not to impose 
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• Help them to reflect (rather than you directing)  

• Use it to enable people, rather than train them 

• Use it to be reactive – allowing for personal transition on an individual basis.  

 

 

What is coaching behaviour and what is not? 

IS IS NOT 

Developing Telling 

Growing Doing 

Strengthening Showing 

Improving Advising 

Ask don’t tell Judging 

Ask questions Discipline 

Start small and build them up  

 

  

” Patience is necessary…. One 

cannot reap immediately where one 

has sown.” 

 

Soren Kierkegaard 

Danish philosopher and writer 

 

‘Give a man a fish and he eats for a 

day – teach a man to fish and he 

eats for life’ 

Lao Tzus 
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Coach everybody, NOT only non-performers. Those doing well we  

 

How can I be sure my coaching is working? 

Ask the following questions: 

1. Is the person more motivated? 

2. Is the person better equipped to do the task? 

Monitor and measure your results 

• Actions agreed to at a coaching session should be monitored at the times agreed to  

• Provide positive feedback for accomplishments against the coaching action plan 

• Take any corrective action agreed on   

• Encourage the manager to use the coaching process with people who report to them 

Two-way benefits of coaching 

• Coaching is a long-term strategy, but the benefits of managerial coaching are two-way: 

• For employees: improved performance, greater enthusiasm, and greater job 

satisfaction 

• For managers: improved communication, motivation, delegation, employee 

empowerment, planning, and monitoring skills 

Coaching Skills – 1 

• Be a critical listener and observer. 

• Give constructive feedback. 

• Use paraphrasing, summarising and reflective techniques. 

• Ask good questions, particularly probing questions to    allow the coachee to reflect and 

learn.  

• Facilitate reflection by the coachee to produce different decisions. 

• Use empathy and active listening to probe uncertainty. 

• Identify limiting assumptions and beliefs.  

 

STRETCH 
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Coaching Skills – 2 

• Be non-judgemental and listen with an open mind. 

• Create and develop rapport.  

• Promote experimentation and continuous learning; since the learning process can 

cause frustration, pain and even fear, a good coach must be able to address such work-

related emotions and provide support to overcome the demands of the learning 

process. 

• Offer a constructive approach to problem-solving, putting forward ideas or advice to 

help the coachee decide the way forward.  

Coaching Skills – 3 

• Manage time – meetings and method of contact (how much is enough?) 

• Manage the meetings effectively by including both the content and process (i.e. with 

an objective and outcome; an agenda; both parties prepared; planning; follow-up) 

• Prioritise and stay focused 

• Agree goals and performance plans; then monitor the progress 

• Intervene and motivate to build improvements in performance 

• Guide, stimulate and support career development  

 

 

GROW – an approach to coaching 
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G - Set goals for the session and for the coaching overall. 

R - Explore the reality of the issue or situation. 

O - What options are available? 

W - What will you do? When? By Whom? 

(Developed by Sir John Whitmore) 

 

• All set within the context of awareness and responsibility. 

 

2.9 Innovation and 

creativity 

So then, what is the difference 

between innovation and creativity? 

 

 

 

 

Innovation is the process of translating an idea or invention into a good or service that 

creates value. 
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Creativity is the act of turning new and imaginative ideas into reality.  It is characterised by 

the ability to perceive the world in new ways, to find hidden patterns, to make connections 

between seemingly unrelated phenomena, and to generate solutions. 

 Individual Activity  

1. Analyse your own unit/department in terms of 

opportunities for innovation. 

2. Is your company/unit conducive to innovation or not?  

Why do you say this?   

3. What can you do to make your environment more likely 

to foster innovation? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.9.1 The Innovation plan 

What would you put into an innovation plan: 
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• The activities that need to be done (what must you do?) 

• The techniques (may need training) 

• The approaches (models of creativity) – like setting the scene by using humour or music 

playing 

• The processes (what and when will you innovate) 

• Who are the role players? Does it include all employees? 

• The reward system to be used like a trophy or innovator of the year award. 

• How will it be measured? 

• How would you get buy-in? 

Cultures that support innovation 

• Tolerance of risk 

• Low external control (rules, procedures, red tape) 

• Low division of labour 

• Acceptance of ambiguity 

• Tolerance of conflict 

• Tolerance of the impractical 

• Focus on ends not means 

• All channel communication 

• Reward innovation 

• Listen 

• Transformational leadership – motivated, visionary, goal directed 

The lead-user process of innovation 

• Is focused on developing break through products 

• Lead user = people who are ahead of market trends due to own needs 

• Lead users may have similar problems in another industry (e.g., military) 

• Researchers collect information on needs and solutions – not just needs 

The lead user process 

• Consists of a cross disciplinary team of 4 – 6 spending 12 – 15 hours per week on the 

project 
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• Phase 1 = laying the foundation – identification of markets and kind of innovations 

desired by stakeholders 

• Phase 2 = determine the trends – talk to experts, do research. 

• Phase 3 = identifying lead users – networking, shaping preliminary product ideas 

• Phase 4 = develop the breakthroughs – workshop held of lead users 

• Phase 5 = hone the product idea 

10 ways to dream up new products 

• Take something out (caffeine) 

• Put something in (scent, anti-static) 

• Listen to complaints  

• Transfer a success from one product to another (pump dispensers) 

• Make the task easier (shampoo + conditioner) 

• Dream up new uses (muesli bars) 

• Add new distribution channels 

• Add a convincing guarantee 

• Don’t inhibit creativity (post-its) 

• Look overseas for ideas 

Creativity and innovation in the workplace 

• Do we want staff to be creative? 

• Can staff be too creative – what are the possible implications of this? 

• How do we get the balance right – creative enough to take good initiative but not so 

creative as to ‘buck the system’? 

• What makes a company innovative? 

• What is the manager’s role in creativity and innovation in the workplace? 

• To increase competitive advantage, companies can: 

• Decrease costs 

• Increase quality 

• Increase speed 
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• Master innovation and creativity 

• Many are good at the first three 

 

Why aren’t we more creative? 

• No time / too much stress 

• Too risky 

• My environment does not   encourage it 

• It is either right or wrong – nothing in 

between 

• Don’t want to upset the norm 

• It must be 100% perfect 

• Creativity wastes money 

• I’m just not a creative person 

• There is only one right answer 

A spectrum of creativity techniques 

Creativity is like a muscle in your body. If it is not used, stretched, challenged, or occasionally 

pushed past it’s comfort zone it will become weak. Here are some creativity techniques you 

can use to get that ‘creativity muscle’ going again. 

• Compare and combine 

• Risk taking 

• Expand and shrink 

• Ask “what is good?” and “what if?” 

• Transform your viewpoint 

• In another sequence 

• Visit other places 

• Incubate 

• Trigger concepts 

• Youth’s advantage 
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Below is an extract that could also help you stretch that creativity muscle and help you push 

past your everyday comfort zone: 

 

Source: http://www.shoutad.com/en/ 

Remember this…. 

• Creativity and IQ are not related 

• We box our creativity – we need to learn to unbox it 

http://www.shoutad.com/en/
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• Stress strangles creativity 

Techniques to improve creativity 

• Use metaphorical thinking – gain insight through unusual comparisons 

• Use association 

• Combine ideas 

• Look at substitution – one thing for another 

• Rearrange or minify or magnify 

• Look at nature 

• Put yourself in the situation and think like them 

• Dream – send it out to the universe 

• Use visual thinking – mind maps/pictures/ toys 

 

Creating a creative climate at work 

• Become an “idea coach” – job description = 

• Be a good listener 

• Ask questions 

• Push for creativity 

• Support ideas  

• Be a person who is spontaneous and creative 

• Reward creativity 

Creativity in teams 

• Are we more creative alone or as part of a team? 
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• Involve everyone 

• Give advanced warning of discussion – to allow for preparation 

• Encourage humour + fun – play! 

• Don’t judge too soon 

• Meet often to just talk 

• Have creative things in the environment – wall colour, pictures, toys etc. 

• Get out of your rut/comfort zone 

Ways to increase creativity in your business 

• Make a commitment to creativity  

• Believe that there are many solutions to any challenge 

• In every process, make room for creativity  

• Use enquiry - question all the time 

• Take notes  

• Feed curiosity through lifelong learning. Curiosity will lead you to creativity 

• Recognise risk as a viable option 

• Construct creative downtime 

• Find a way every day to be creative and have fun – be children 

• Expect success / have a positive mindset 

Creativity doesn’t just happen 

• Realise the need – state the objective/idea 

• Review the data – research, collect, analyse 

• Rest the data – incubate it, dream it, ferment it 

• Recognise the spark – write ideas down, carry notepad 

• Refine – take your idea and judge it 
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2.10 Performance management 

How are performance standards set and 

communicated in your company? 

How often is performance reviewed in 

your company? 

Why do we review performance in 

companies? 

What system do you use to review 

performance? 

 

Before we take a look at the answers to those questions let’s look at the definition of 

performance management: 

Performance management (PM) includes activities which ensure that goals are consistently 

being met in an effective and efficient manner. PM is also known as a process by which 

organizations align their resources, systems and employees to strategic objectives and 

priorities. 

Source: https://en.wikipedia.org/wiki/Performance_management 

 

Setting performance standards for your team 

How do you decide what the performance standards of each person are? 

• Start with the department’s goals, objectives, and deliverables. 

• Performance standards must be clear and concise and specify the activities to be 

performed and the standards to which they are to be performed. 

• Get buy-in from staff – don’t just impose the performance standards. 

• Write the performance standards down and review them on a regular basis. 

Monitoring performance 

Performance can be monitored via: 

• Performance appraisal (a periodic discussion to review progress). 

• Project appraisal (performance is monitored against set milestones and project 

achievables). 

https://en.wikipedia.org/wiki/Performance_management
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• Customer reviews, surveys, and questionnaires. 

• Peer reviews, surveys, and questionnaires. 

• Computerised monitoring (for routine and computer based jobs like data input, 

assembly line etc.) 

Preparing for the performance review discussion 

• Agree arrangements with team member (time, place, and scope of the review). 

• Make a preliminary assessment of performance against the agreed standards.  

• Document all the information gathered during the preliminary assessment.  

• Plan the discussion including how you will give both positive and negative feedback. 

• Prepare all the documents you will be using during the review. 

Conduct performance review interview 

• Meet as agreed. 

• Provide feedback that is relevant and fair.  

• Communicate in a constructive and supportive manner. Use open communication 

techniques to establish trust.  

• Establish the purpose of the performance review meeting (what message do you want 

the employee to leave the room with?). 

• Outline the agenda for the meeting and ask the employee for their agenda as well (a 

review is not a one-way conversation). 

• Discuss challenges, successes and how problems can be solved. 

• Record aspects of the team member's performance accurately, fairly, and honestly for 

report back and follow-up. 

• Draw up an action plan to address performance gaps and discuss ideas for 

development with employee. 

• Talk about the skills and experience needed for the employee to accomplish their 

career goals. 

• Find out what goals and plans the employee has for their career. Discover if the 

employee’s plans and the company’s plans are in alignment or very different. 
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• All agreed actions should be documented and signed by both parties. The goal is to 

have a written action plan that is achievable and valuable to both parties – including 

deadlines. 

• Summarise the performance review meeting and express support 

• Ask the employee to give you some feedback. Find out if you’re providing valuable 

support. Ask for suggestions on ways you can improve as a manager. 

No one should go to a performance review meeting without already knowing about their 

performance. Managers are responsible for telling employees the company performance 

standard. They should also be providing regular coaching and feedback to employees 

regarding their performance. So, the meeting shouldn’t be a surprise for anybody. 

The performance review meeting is a formal conversation based upon the informal 

conversations that have happened prior. The goal is to make the meeting productive and 

produce outcomes that benefit both the employee and the organisation. 

2.11 Human resources legislation 

In today’s fast changing and volatile environment, it 

is vital that HR departments know the South African 

Law regarding HR management and Skills 

Development that affect organisations and 

employees. All the organisational goals must be 

achieved within this legal framework. In this section, 

we show the link between labour legislation and the 

impact it has on the activities of the HR department.  

The law is primarily for the protection of the employee 

from any exploitation and/or discrimination from the 

employer and at the same time it ensures that the 

South African workplaces operate at their optimum 

levels. 
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2.11.1 The Constitution of South Africa Act 108 of 1996 

The Constitution of South Africa is the supreme law of the country of South Africa. It 

provides the legal foundation for the existence of the republic, sets out the rights and duties of 

its citizens, and defines the structure of the government. The current constitution, the country's 

fifth, was drawn up by the Parliament elected in 1994 in the first non-racial elections. It was 

promulgated by President Nelson Mandela on 18th December 1996 and came into effect on 4 

February 1997, replacing the Interim Constitution of 1993.  

Since 1996, the Constitution has been amended by seventeen amendment acts. The 

Constitution is formally entitled the "Constitution of the Republic of South Africa, 1996." It 

was previously also numbered as if it were an Act of Parliament—Act No. 108 of 1996—but, 

since the passage of the Citation of Constitutional Laws Act, neither it nor the acts amending 

it are allocated act numbers. 

Extract from:https://en.wikipedia.org/wiki/Constitution_of_South_Africa 

The Constitution installs values such as democracy, social justice, human rights, and the Bill 

of Rights. These rights are discussed under various sections of the Act, but, we will only look 

at the sections that are the most relevant to labour relations and the employment relationship. 

https://en.wikipedia.org/wiki/Law
https://en.wikipedia.org/wiki/South_Africa
https://en.wikipedia.org/wiki/Republic
https://en.wikipedia.org/wiki/Human_rights
https://en.wikipedia.org/wiki/Duty
https://en.wikipedia.org/wiki/Government_of_South_Africa
https://en.wikipedia.org/wiki/Constitution
https://en.wikipedia.org/wiki/Parliament_of_South_Africa
https://en.wikipedia.org/wiki/South_African_general_election,_1994
https://en.wikipedia.org/wiki/President_of_South_Africa
https://en.wikipedia.org/wiki/Nelson_Mandela
https://en.wikipedia.org/wiki/South_African_Constitution_of_1993
https://en.wikipedia.org/wiki/Act_of_Parliament
https://en.wikipedia.org/wiki/Citation_of_Constitutional_Laws_Act,_2005
https://en.wikipedia.org/wiki/Constitution_of_South_Africa
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Activity: Go to the following website to read up on the Act: 

Constitution of the Republic of South Africa, 1996 (Act No. 108 

of 1996). Available from: 

http://www.acts.co.za/constitution_of_/constitution_of_the_repu

blic_of_south_africa_1996 [Accessed 12 Feb 2017]. 

 

Read Chapter 2 - Bill of Rights 

9. Equality 

 

Read Chapter 2 - Bill of Rights 

23. Labour relations 

 

These two sections affect labour and employment relationships in the 

workplace.  

 

 

Individual Activity  

1. Briefly discuss Section 9 Equality and Section 23 Labour relations 

under the South African Constitution and how it affects yourself as an 

employee and the organisation you work for.  

 

 

 

 

http://www.acts.co.za/constitution_of_/constitution_of_the_republic_of_south_africa_1996
http://www.acts.co.za/constitution_of_/constitution_of_the_republic_of_south_africa_1996
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2.11.2 The Common Law and the Employment Contract 

This section deals with specific labour legislation that has the most impact on HR functions 

and the employment relationship (between an employee and an organisation).  

Grogan (2007:18) defines the employment contract as a contract between two persons, 

namely the employer and the employee, for the letting and hiring of the employee’s services. 
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In this type of contract, the employer has an obligation and duty to supervise and control the 

employee’s work. The elements that make up this type of contract are the following: 

• It is a voluntary agreement 

• There are two legal parties 

• The employee agrees to perform certain specified and/or implied duties for the 

employer 

• There is an indefinite or specified period given 

• The employer agrees to pay a fixed or ascertainable remuneration to the employee 

• The employer gains a right to command the employee as to the manner in which they 

need to carry out the duties 

Duties of employers and employees (SOURCE: Grogan 2007:51-63)  

 

 

Duties of employers Duties of employees 

To receive the employee into service. To enter and remain in service. 

To pay the employee’s remuneration. To maintain reasonable efficiency. 

To ensure the working conditions are safe. To further the employer’s business interests. 

To ensure the working conditions are 

healthy. 

To be respectful and obedient. 

To ensure compliance with statutory 

requirements.  

To refrain from misconduct generally. 

   

 

Individual Activity  

1. Source a basic employment contract and briefly discuss the sections 

it is made up of.  
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2.11.3 Labour Relations Act 66 of 1995 (LRA) 

This Act sets out the laws that govern labour in South Africa. It is guided by Section 27 of the 

Constitution, which entrenches the rights of workers and employers to form organisations for 

collective bargaining. Together with the Basic Conditions of Employment Act, it also ensures 

social justice by establishing the rights and duties of employers and employees. 

Extract:http://ossafrica.com/esst/index.php?title=Summary_of_the_Labour_Relations_Act%2C_no._66_of_1995_(

With_Amendments) 

This Act seeks to advance economic development, social justice, labour peace and the 

participation of employees as worthy stakeholders in the workplace.  

The primary objective of the Act is the following: 

• To give effect to the rights and obligations of employees and their unions as well as 

employers and their organisations. 

• To promote collective bargaining at sectoral level. 

• To promote employee participation at the workplace 

• To promote dispute resolution and labour peace. 

It affects some key functions in HR like: 

• Performance appraisal and management  

http://ossafrica.com/esst/index.php?title=Summary_of_the_Labour_Relations_Act%2C_no._66_of_1995_(With_Amendments)
http://ossafrica.com/esst/index.php?title=Summary_of_the_Labour_Relations_Act%2C_no._66_of_1995_(With_Amendments)
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• Training and development 

• Discipline management / misconduct management 

• Retrenchments 

• Dismissals  

• Collective bargaining and employee participation 

• Strike handling and dispute resolution  

• Employee incapacity due to ill health   

 

Go to the following website to read up on the LRA: 

Summary of the Labour Relations Act, no. 66 of 1995 (With 

Amendments) Available from: 

http://ossafrica.com/esst/index.php?title=Summary_of_the_Labour_Rel

ations_Act%2C_no._66_of_1995_(With_Amendments) [Accessed 13 

Feb 2017]. 

 

 

 

Individual Activity  

1. Discuss the legislation (LRA) concerned with if a person 

is treated unfairly at work. 

2. Discuss the legislation (LRA) concerned with dismissal 

and disciplinary procedure. 

3. Discuss the remedies for unfair dismissal.  

 

 

 

 

 

 

 

 

http://ossafrica.com/esst/index.php?title=Summary_of_the_Labour_Relations_Act%2C_no._66_of_1995_(With_Amendments)
http://ossafrica.com/esst/index.php?title=Summary_of_the_Labour_Relations_Act%2C_no._66_of_1995_(With_Amendments)
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2.11.4 The Basic Conditions of Employment Act 75 of 1997 (BCEA) 

This Act establishes and enforces basic conditions of employment and regulates the variation 

of basic conditions of employment. This Act generally serves to supplement the deficiencies 

of the Common Law Contract of Employment and give voice and clarity to the values stated in 

the Constitution. The BCEA is a vital component of the South Africa’s protective labour law 

framework. HR departments must possess and save the latest copies of the legislation for 

reference purposes.  

This BCEA ‘prescribes’ to employers the minimum standards and working conditions that they 

need to abide by. A summary of the Act should be placed in a prominent place in the 

organisation.   

 

Go to the following website to read up on the BCEA Act: 

The South African Labour Guide. Your guide to labour law in 

South Africa. Available from: http://www.labourguide.co.za/24-

hour-notices 

[Accessed 12 Feb 2017]. 

 

 

http://www.labourguide.co.za/24-hour-notices
http://www.labourguide.co.za/24-hour-notices
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Individual Activity  

1. Discuss the legislation (BCEA) concerned with the 

Regulation of working time. 

2. Discuss the legislation (BCEA) concerned with the 

regulation of leave.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is essential that HRM is knowledgeable regarding the provisions of this Act. HR should 

engage in the following when recruiting a new employee: 

• Draft the employment contract. 

• Explain the contents of the contract to the employee. 

• Promote clarity and understanding of the contract. 

• Explain the contents of the other supporting documents.  

• Answer all the questions the employee might have. 
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• Keep copies of the contract for at least three years. 

• Display a summary of the Act in a prominent area for all to see in the workplace.   

2.11.5 The Employment Equity Act 55 of 1998 (EEA) 

This Act has two main elements: 

1. The prohibition of discrimination by all employers. 

2. The duty placed on designated employers to implement affirmative action 

measures by means of employment equity plans. 

 

Go to the following website to read up on the EEA: 

The South African Labour Guide. Your guide to labour law in 

South Africa. Available from: 

http://www.labourguide.co.za/employment-equity/summary-of-

the-employment-equity-act-55-of-1998-issued-in-terms-of-

section-25-1  

[Accessed 13 Feb 2017]. 

 

 

The Act talks about unfair discrimination, the management of sexual harassment, fair 

discrimination, disputes over unfair discrimination, medical tests just to mention a few. There 

are a few guidelines with respect to how organisations need to implement the EEA in the 

organisation: 

• Consult with employees honestly regarding the conducting of the workplace analysis. 

• Consult with employees regarding the preparation and implementation of an EE plan 

and the drafting of the report that needs to be submitted to Labour. 

• Appoint an individual who is going to monitor and implement the EE plan. 

• Keep proper and updated records, plan, and related material. 

• Display a notice in a prominent place that summarises the provisions of the Act.   

http://www.labourguide.co.za/employment-equity/summary-of-the-employment-equity-act-55-of-1998-issued-in-terms-of-section-25-1
http://www.labourguide.co.za/employment-equity/summary-of-the-employment-equity-act-55-of-1998-issued-in-terms-of-section-25-1
http://www.labourguide.co.za/employment-equity/summary-of-the-employment-equity-act-55-of-1998-issued-in-terms-of-section-25-1
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Individual Activity  

1. Discuss the legislation (EEA) regarding Unfair 

discrimination. 

2. Discuss the legislation (EEA) regarding the management 

of sexual harassment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

2.11.6 The Occupational Health and Safety Act 85 of 1993 (OHSA) 

The occupational Health and Safety Act, 1993  

To provide for the health and safety of persons at work and for the health and safety of persons 

in connection with the use of plant and machinery; the protection of persons other than persons 

at work against hazards to health and safety arising out of or in connection with the activities 

of persons at work; to establish an advisory council for occupational health and safety; and to 

provide for matters connected therewith. 
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Source:http://www.labourguide.co.za/health-and-safety/848-health-and-safety-downloads 

The aim of this Act is to establish institutions such as health and safety committees and the 

appointment of safety representatives in the workplace to promote and monitor health and 

safety. It sets the rules and standards by which organisations need to adhere to and what to 

expect when standards are breached.   

 

Go to the following website to read up on the OHSA: 

The South African Labour Guide. Your guide to labour law in 

South Africa. Available from: 

http://www.labourguide.co.za/health-and-safety/848-health-

and-safety-downloads [Accessed 13 Feb 2017]. 

 

2.11.7 Compensation for Occupational Injuries and Disease Act 130 of 

1993 

Compensation for Occupational Injuries and Diseases Act. To provide for compensation for 

disablement caused by occupational injuries or diseases sustained or contracted by 

employees in the course of their employment, or for death resulting from 

such injuries or diseases; and to provide for matters connected therewith. Aug 27, 2010 

Extract: http://www.labour.gov.za/DOL/legislation/acts/compensation-for-occupational-injuries-and-

diseases/compensation-for-occupational-injuries-and-diseases-act 

 

Go to the following website to read up on the Compensation for 

Occupational Injuries and Disease Act: 

The South African Department of Labour. Available from: 

http://www.labour.gov.za/DOL/legislation/acts/compensation-

for-occupational-injuries-and-diseases/compensation-for-

occupational-injuries-and-diseases-act [Accessed 13 Feb 

2017]. 
2.11.8 The Unemployment Insurance Act 63 of 2001 (UIA) 

This Act came about to establish the Unemployment Insurance Fund (UIF) which provides 

unemployment benefits, illness benefits, maternity, adoption, and dependent’s benefits. 

http://www.labourguide.co.za/health-and-safety/848-health-and-safety-downloads
http://www.labourguide.co.za/health-and-safety/848-health-and-safety-downloads
http://www.labourguide.co.za/health-and-safety/848-health-and-safety-downloads
http://www.labour.gov.za/DOL/legislation/acts/compensation-for-occupational-injuries-and-diseases/compensation-for-occupational-injuries-and-diseases-act
http://www.labour.gov.za/DOL/legislation/acts/compensation-for-occupational-injuries-and-diseases/compensation-for-occupational-injuries-and-diseases-act
http://www.labour.gov.za/DOL/legislation/acts/compensation-for-occupational-injuries-and-diseases/compensation-for-occupational-injuries-and-diseases-act
http://www.labour.gov.za/DOL/legislation/acts/compensation-for-occupational-injuries-and-diseases/compensation-for-occupational-injuries-and-diseases-act
http://www.labour.gov.za/DOL/legislation/acts/compensation-for-occupational-injuries-and-diseases/compensation-for-occupational-injuries-and-diseases-act
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Employees contribute the equivalent of 1 per cent of their remuneration which is matched by 

the employer in equal measures. The contributions are collected by SARS.  

 

Go to the following website to read up on the UIA: 

The South African Department of Labour. Available from: 

http://www.labour.gov.za/DOL/legislation/acts/unemployment-

insurance-fund/unemployment-insurance-act-no-63-of-2001 

[Accessed 13 Feb 2017]. 

 

 

Individual Activity  

1. Referring to the UIA how would you calculate the days of 

benefit that a contributor is entitled to? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.labour.gov.za/DOL/legislation/acts/unemployment-insurance-fund/unemployment-insurance-act-no-63-of-2001
http://www.labour.gov.za/DOL/legislation/acts/unemployment-insurance-fund/unemployment-insurance-act-no-63-of-2001
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2.12 Conclusion 

We introduced you to the role human resources plays in an organisation. We looked at the 

importance of corporate ethics and organisational cultures and how to manage diversity 

in the workplace. We discussed skills development and coaching versus mentoring. We 

looked at ways to increase innovation and creativity in an organisation and conduct a 

performance review. Lastly, we focused on legislation.  We specifically looked at legislation 

that affects the human resources in an organisation.  

Complete the “take aways” section at the end of this chapter and then expand on the mind 

map provided at the beginning of this chapter. 

2.13 Glossary of terms 

Here are some words that you may find unfamiliar from this chapter.   

HR forecasting Is when organisations try and determine the number and type of 

employees needed in the future. 

Headhunting It is the process of organisations using the services of an external 

executive search agency to look for and source candidates on their 

behalf. 

Appraisal It is the impartial analysis and evaluation conducted according to 

established criteria to determine the acceptability, merit, or worth. 

Stereotyping It is a set idea that people have about what someone or something is 

like, especially an idea that is wrong. 

 

Other unfamiliar words: 

  

  

  

  

http://dictionary.cambridge.org/dictionary/english/idea
http://dictionary.cambridge.org/dictionary/english/people
http://dictionary.cambridge.org/dictionary/english/especially
http://dictionary.cambridge.org/dictionary/english/idea
http://dictionary.cambridge.org/dictionary/english/wrong
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2.14 Take aways 

Summarise the key points that you will take away from this chapter.  Effectively this is a 

summary of what you learnt in the chapter and how you will use it. 

 

What I learnt How I can use this knowledge 
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