Personal Learning Plan

National 5 Business Management
MANAGEMENT OF PEOPLE

	Name:




	THE ROLE OF HUMAN RESOURCES

	
	
	
	

	· I can outline the role of the HR department 
	(
	(
	(

	

	RECRUITMENT AND SELECTION

	

	· I can describe the different stages of the recruitment process:
	
	
	

	· Identify a job vacancy
	(
	(
	(

	· Carry out a job analysis
	(
	(
	(

	· Prepare a job description
	(
	(
	(

	· Prepare a person specification 
	(
	(
	(

	· Advertise the job (internal and external)
	(
	(
	(

	· Send out applications
	(
	(
	(

	· I can describe what is meant by a Curriculum Vitae (CV)
	(
	(
	(

	· I can describe what is meant by an application form 
	(
	(
	(

	· I can describe the different stages of the selection process:
	
	
	

	· References
	(
	(
	(

	· Short-listing
	(
	(
	(

	· Interviews 
	(
	(
	(

	· Testing (Medical, Psychometric, Aptitude, Personality)
	(
	(
	(

	· Assessment centres
	
	
	

	· I can outline the advantages and disadvantages of using interviews
	(
	(
	(

	· I can outline the advantages and disadvantages of using tests
	(
	(
	(

	

	TRAINING

	

	· I can describe the following types of training:
	
	
	

	· Induction training
	(
	(
	(

	· On the job training
	(
	(
	(

	· Off the job training
	(
	(
	(

	· Apprenticeships
	(
	(
	(

	· Coaching
	(
	(
	(

	· Mentoring
	(
	(
	(

	· I can outline the advantages and disadvantages of on the job training 
	(
	(
	(

	· I can outline the advantages and disadvantages of off the job training
	(
	(
	(

	


	MOTIVATING AND RETAINING STAFF

	

	· I can describe the following ways in which staff are paid:
	
	
	

	· Salary
	(
	(
	(

	· Time rate
	(
	(
	(

	· Overtime
	(
	(
	(

	· Piece rate
	(
	(
	(

	· Bonus
	(
	(
	(

	· Commission
	(
	(
	(

	· I can describe what is meant by a staff appraisal
	(
	(
	(

	· I can describe the advantages and disadvantages of a staff appraisal
	(
	(
	(

	· I can describe the following flexible working practices:
	
	
	

	· Part time
	(
	(
	(

	· Temporary contracts
	(
	(
	(

	· Homeworking
	(
	(
	(

	· Teleworking
	(
	(
	(

	· Flexitime
	(
	(
	(

	· Job share
	(
	(
	(

	· Condensed hours
	(
	(
	(

	· I can describe the advantages of flexible working for an employer
	(
	(
	(

	· I can describe the advantages of flexible working for an employee
	(
	(
	(

	· I can describe ways in which businesses can create good working relationships
	(
	(
	(

	· I can describe what is meant by industrial action
	(
	(
	(

	· I can outline the impact that industrial action can have on an organisation
	(
	(
	(

	· I can describe the following types of industrial action:
	
	
	

	· Strike
	(
	(
	(

	· Work to rule
	(
	(
	(

	· Sit in
	(
	(
	(

	· Go slow
	(
	(
	(

	· Overtime ban
	(
	(
	(

	· Boycott
	(
	(
	(

	· I can describe the impact that taking industrial action can have on an organisation
	(
	(
	(

	


	LEGISLATION 

	

	· I can describe the purpose of the Health and Safety at Work Act 1974
	(
	(
	(

	· I can outline the responsibilities of the employer under the HASAW Act
	(
	(
	(

	· I can outline the responsibilities of the employee under the HASAW Act
	(
	(
	(

	· I can describe the purpose of the Equality Act 2010
	(
	(
	(

	· I can describe the purpose of the Minimum Wage Act 1998
	(
	(
	(

	· I can describe the purpose of the Data Protection Act 1998
	(
	(
	(

	· I can describe the purpose of the Freedom of Information Act 2000
	(
	(
	(
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