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Course Content & Outline

Section 1: What’s Required in HR

e Legal frameworks in HR.



e Employee relations essentials.

e Recruitment and selection best practices.
e Performance management techniques.

e Diversity and inclusion in the workplace.
* HR policies and compliance.

e Employee benefits and compensation.

e Workplace health and safety.

¢ HR technology and tools.

* Professional ethics in HR.

e Managing changes and updates in policies.

Section 2: Advanced Communication Skills

e Advanced verbal communication techniques.

e Non-verbal communication mastery.

e Effective presentation skills.

e Advanced negotiation strategies.

e Tailoring communication for diverse audiences.
e Handling difficult conversations with finesse.

e Cross-cultural communication competence.

e Emotional intelligence in communication.

e Public speaking and influencing skills.

e Advanced written communication proficiency.

Section 3: Organisation & Time Management

e Principles of effective organisation.

» Time management strategies.

e Prioritising tasks and responsibilities.

e Goal setting and tracking progress.
 Creating efficient workflows.

¢ Delegation skills for effective teamwork.

e Balancing work and personal commitments.
e Utilising technology for the organisation.

e Overcoming procrastination.

e Stress management in the workplace.

e Addressing common challenges in policy implementation.
e Auditing and assessing policy effectiveness.

e Feedback mechanisms for policy improvement.



Section 4: Developing Stakeholder Relationships

e Understanding stakeholder engagement.

e Building and maintaining relationships.

e |dentifying key stakeholders.

e Effective communication with stakeholders.

e Managing stakeholder expectations.

e Conflict resolution in stakeholder interactions.

e Stakeholder feedback and input.

e Cultivating trust and credibility.

e Adapting communication styles for different stakeholders.

e Strategic stakeholder management.

Section 5: Essential HR Analytics

e Introduction to HR analytics.
¢ Key HR metrics and indicators.
 Data collection methods in HR.

¢ Data analysis techniques for HR insights.

e Predictive analytics in HR.

e Using HR analytics for decision-making.

¢ Tools and technology for HR data analysis.

e Ethical considerations in HR analytics.

e Communicating findings through HR reports.

e Continuous improvement in HR through analytics.
e Technology tools for policy sign-off processes.

e Ensuring accessibility and understanding.

e Tailoring policies for organisational culture.

Section 6: Policy & Procedure Sign Off

¢ Understanding policy and procedure frameworks.
e Importance of policy adherence.

¢ Legal and regulatory compliance.

e Significance of employee acknowledgement.
 Creating effective policy documentation.

e Implementing a sign-off process.

e Communication strategies for policy updates.

¢ Monitoring and enforcing policy adherence.



e Handling exceptions and deviations.
e Continuous improvement in policies and procedures.
e Training employees on policies and procedures.

¢ Document control and version management.
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YouTube Video

https://www.youtube.com/embed/cSXv2SIARts?si=Cuwzy6dFmSmu2GNX
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