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GRADE 12 BUSINESS STUDIES – LESSON 8 
REVISION AND RECAP….. 

 

Let’s do some Revision….. 
Please refer to Topic Two of your textbook (Human Resources). 
Also, go through the summarised notes I gave you in class. 
 
Remember!!!! 
 

Term Definition 

Job analysis Job description and job specification  

Job 

description  

Describes the duties and responsibilities of a specific job. 

Job 

specification  

Describes the qualities/skills/ qualifications needed for the job. 

Recruitment  Identify vacancies in the business and attract suitable 

candidates for it. 

Internal 

recruitment  

Refers to the use of internal sources to advertise vacancies 

within an organisation. (eg. Notice board, intranet….) 

External 

recruitment  

Refers to the use of external sources to advertise vacancies 

within an organisation. (eg. Recruitment agency, advertising in 

the newspaper…) 

Interview Refers to a face to face conversation between a job applicant 

and an employer which is conducted to assess whether the 

applicant should be hired for a vacancy. 

Interviewer Refers to the person conducting the interview. 

Interviewee Is the person who applied for the job. 

Induction  Process of introducing new employees to the business. 

Placement Process whereby a new employee is placed in a vacant 

position. 

Training/Skills 

development  

Refers to the acquisition of new skills and knowledge.by 

employees.  

Retrenchment Process whereby an organisation reduces the number of 

employees for operational reasons. (severance pay given). 

Employment 

contract 

Oral or written agreement specifying terms and conditions 

under which a person consents to perform certain duties in 

return for an agreed upon wage or salary. 
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Piece-meal 

salary 

determination  

Workers are paid according to the number of items/units 

produced. 

Time-related 

salary 

determination 

Workers are paid for the amount of time they spend at work or 

on a task. 

Fringe 

benefits 

Compensation beyond a regular wage or salary to an 

employee, which are exempt from taxation as long as certain 

conditions are met. 

Compulsory 

benefits 

Benefits that businesses are legally required to offer its 

employees. 

UIF The fund offers short-term financial assistance to 

workers when they become unemployed or are unable to 

work because of illness, maternity or adoption leave. 

BCEA This Act regulates labour practices and sets out the 

rights and duties of employees and employer. 

LRA Establishes the rights and duties of employers and 

employees in the workplace. 

EEA Requires employers to engage in proactive employment 

practices to increase the representation of designated 

groups in the workplace. According to the EEA, ALL 

vacant posts must be advertised. 

SDA Promotes education and training in the workplace. 

 

 
ACTIVITY: 
Please refer to the 2016 NSC Examination paper. (Link was given in Lesson 2). 
Complete Question 10 (Essay on Human Resource). 
 
 
 
MARKING GUIDELINE: Refer to the 2016 NSC Marking Guideline. 

        (Link was given in Lesson 2). 
                                               
 


