i yall Bl (3 Leadiall Gy 5ubidl o) gall 3510] pyadi

2 yall Al 4 Zasdiadl &yl oyl gadl 8,08 paii

Duration: 5 Days

Language: ar

Course Code: PH1-125

Objective

o 0058 s Uall Sai o855l sia il sic

o 58 Gulul el &y bl 5l sall il gl Jol pgd LS.

o Llaall Joall diy g8 adlady 2y pulidl o)l s0ll ualia s {solee Garkai.

o Loy ST wbla Slan il olsall Jlae 3 LAl 3aal wiles 34500

o Lyubdl oyl gall carliiill Joall HUa] Gpas &y puliadl ol gall (g Susal (s 5aall 55ally H1,8Y1

o Londidl )l sall Jgdune mladl &g puall wle USIN dpaliy apand.

o alasiwl gl diliaall dpaglasll JSUglh o sueill Microsoft Visio.

o Laliall 82y bl o)lsall alail Joall ola binl apuntg 2y yball o)l sall Lalasl Ziw L1 il sll olsi.
o ullgalls apladl agull o diling 1l alintuly 2 pudidl ol sedl i, slae].

o oaibsall Ul ailin s pond o3I 2l G5l agaas,

o bl wloli,) yudgil daliiall udls gall Juls 22 oo,

Audience

1

o &y piall 3l pell s e
o iy ydudl oyl sell (sue b


http://holistiquetraining.com/ar/course/advanced-hr-administration-ar

o IS, dll ql;..af

o el

o oYl

o (o lsgill r‘“ﬁ ‘fq odls gall
o Ly, li,Suwl!

Training Methodology

oS, Ltiall a i o lagiu¥ ]y JalI il & Sae Luall HLSH daill Culll oo de siie de sane 8,50l 13a ansiug
Lo ST il 5l g 855 pumll g &y yuiadl 3l sl & il JSUly Zonniall dilinall Zalis¥l danlyay.
Basin lilac s 2altil £l il e (& Ihalls Hllaall 5T e o gunll bulual tuelan alpe 1dlis & so s

¥ il a,Liiall 8500 ol sill AadiS g8l o ye 80981 Lasni Uinje g saaliipw o oI Sitiall sl e il
-OR-Ti RV PVN | SIXT B SV

Summary

bl o, gall DG 8, 10¥) yaumi L daliia g;f&gl.\l.wb Cl—”@ Uoasa 1500 &bl oyl gall 8,508) el los cuali
2 il Byl ¥ olagliwdls Slaa¥l g bl JLall ol il

ol il sl JULaY Ty copails gall colide s ccunlsoll 5,10]s el sill Jio sosaio i sin il s ol lanll sia Jodi
Voo cialy WS L apa iyl 53 ouiligall Olisine oo wdory carla] Joae 2y plaiall &y il 5 )lsall 5,00] allsi 552
fabiall gail Zpwlif ¥gial o 58nally 8 pall o silssall yuia) i ccaalgall Junsl Lliaadly Oin & Guls.

saill.

Zaow ang Lo (JUiedls 2y gilill GLeadlly tagiyall Shalaall Julis & Uoagf 2y pitiall oy gall 850] ol las pablia
a8 fadliie Jae iy 3o 3 d il oyl sall ol las gt oJsasilly dllaally ¢ giall 28185 35 500 JYa cpe L3Sl
& i &
ali go JSI 8yl olonLusall,

Gaall Lo plaill losny i joll raill uiatl dic a2 ¥ Dyel Zu il )l 5all 850] ol yload JUall dudiall yiin)
Jishall.



Course Content & Outline

Section 1: The Major Role of HR Administration in an Organisation

e Understanding core HR functions.

e Applying HR principles in a practical context.

¢ Decision-making within HR.

e The vital role of HR administrators.

e Competencies for successful HR administration.
* Organisational structures using Microsoft Visio.
e Core functions of HR systems.

e Business requirements for HR systems.

e HR reports with various graphs and templates.

e Legal documents for employee data.

e Developing an employee handbook.

Section 2 : Various Organisational Structures & Their HR Processes

e Exploring diverse organisational structures.

e Understanding HR processes within different structures.

e Analysing hierarchical organisational models.

e Delving into flat organisational structures.

e Examining matrix and team-based structures.

* |Identifying HR implications in network structures.

e Comprehending the role of HR in hybrid organisational setups.

e Evaluating the impact of organisational culture on HR processes.
e Comparing traditional and modern organisational structures.

» Applying HR strategies tailored to specific organisational designs.

e Synthesising HR practices for flexibility in evolving structures.

Section 3 : Working with HR Systems

¢ Navigating HR system interfaces.

e Data entry and management in HR systems.

e Understanding HR software functionalities.

e Troubleshooting common HR system issues.

¢ Ensuring data accuracy and integrity.

e Integrating HR systems with other organisational tools.

e Utilising reporting features in HR systems.



e Exploring automation and workflow capabilities.

e Complying with data protection regulations in HR systems.

e Staying updated on HR system updates and upgrades.

¢ Fostering collaboration between HR and IT departments for system optimisation.
e HRMS Microsoft Dynamics.

 Oracle HCM Cloud.

e SAP SuccessFactors.

Section 4 : How to Measure & Report on HR Data

e Introduction to key HR metrics.

e Methods for data collection in HR.

e Data analysis techniques for HR professionals.

e Interpreting HR data for decision-making.

e Creating effective HR reports.

¢ Using technology and tools for HR data measurement.

e Legal and ethical considerations in HR data reporting.

e Case studies on successful HR data measurement and reporting.
e Trends and innovations in HR analytics.

e Communicating HR data to stakeholders.

Section 5 : Secure Record & Document Keeping

e Importance of secure record and document keeping.

e Legal and regulatory requirements for record keeping.

e Best practices in document classification and organisation.
e Implementing secure storage systems for records.

e Access control and permissions in document management.
e Encryption and data protection in record keeping.

e Disaster recovery and backup strategies for records.

¢ Auditing and monitoring for secure record keeping.

e Employee training on secure document handling.

e Emerging technologies in secure record and document storage.
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The Importance of HR Marketing: Building a Strong Workforce

Discover the significance of HR marketing in today's competitive landscape. Learn how to
create a winning HR marketing strategy, enhance talent attraction, engage employees, and

.the importance of HR marketing training for sustainable success

YouTube Video

https://www.youtube.com/embed/Sz2dASybYoU?si=rXUrl7VPCTe641]K


http://holistiquetraining.com/ar/course/category/ادارة-المشاريع
http://holistiquetraining.com/ar/course/category/إدارة-الموارد-البشرية-hr
http://holistiquetraining.com/ar/course/category/إدارة-الموارد-البشرية-hr
http://holistiquetraining.com/ar/course/category/الإدارة-والسكرتارية
https://new.holistiquetraining.com/ar/news/the-importance-of-hr-marketing-building-a-strong-workforce
https://new.holistiquetraining.com/ar/news/the-importance-of-hr-marketing-building-a-strong-workforce
https://www.youtube.com/embed/Sz2dASybYoU?si=rXUr17VPCTe64IJK

