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Objective

Upon completion of this course, participants will be able to:  

Recognise HR's vital role at the line manager level for organisational success.   
Create a SMART development plan to apply learned skills effectively in the

workplace.   
Cultivate self-awareness for personal and team development.   

Understand key HR activities to support organisational objectives.   
Collaborate with line managers in people management.   
Enhance crucial skills for optimal workforce placement.   

Proactively address performance and behavioural issues.   
Develop individuals to their full capability.   

Audience

This course is designed for anyone responsible for managing an HR department or anyone
aspiring to enter into a career in the HR field. It would be most beneficial for:

HR Managers   

http://holistiquetraining.com/ar/course/basic-hr-skills-for-managers-ar
http://holistiquetraining.com/ar/course/basic-hr-skills-for-managers-ar


Aspiring HR Managers   
HR Business Partners   

Administration Professionals   
Project Managers   

Change & Control Managers   
Data Analysts   

Recruiters   
Team Leaders   

Supervisors   

Training Methodology

This  course  uses  a  variety  of  adult  learning  styles  to  aid  full  understanding  and
comprehension. Participants will view videos and presentations to understand the role of HR
within day-to-day management processes.
They will  participate in an open discussion to discover challenges and prepare for role-
playing  activities  regarding  conflict  and difficult  conversations,  which  will  prepare  them for
the investigation and communication required in handling real-life scenarios.    

Summary

To become a successful HR manager, individuals need diverse skills encompassing various
aspects  of  human resource management.  Strong communication skills  are  essential  for
effective interaction with employees, management, and other stakeholders.    
HR managers must also possess excellent interpersonal skills to build positive relationships
and  resolve  conflicts  within  the  workplace.  A  solid  understanding  of  employment  laws  and
regulations is crucial to ensuring compliance and fair treatment of employees.    
Analytical  skills  are  a  massive  asset  for  tasks  such  as  workforce  planning,  data
interpretation, and decision-making, coupled with a passion for showing attention to detail
when managing various HR processes, from recruitment to payroll.
Leadership abilities are also vital for guiding HR teams and influencing organisational culture
positively.  Additionally,  adaptability  and  problem-solving  skills  enable  HR  managers  to
navigate human resources' dynamic and sometimes challenging nature. Continuous learning
and staying updated on industry trends, coupled with all of these skills contribute to the
effectiveness  of  an  HR  manager  and  ensure  that  an  HR  department  runs  smoothly  and  in
tandem with other departments across the business.   



Course Content & Outline

Section 1: The Importance of HR Duties within Various Departments    

HR's impact on employee onboarding and orientation   
Employee training and development in different departments   
HR's contribution to performance management across teams   

Managing employee relations and conflict resolution   
HR's involvement in compensation and benefits administration   

Ensuring compliance with employment laws and regulations   
Diversity and inclusion initiatives in different departments   

Employee health and well-being programs and their departmental relevance   
HR analytics for data-driven decision-making in different business functions    

 
Section 2: Effective Recruitment   

Understanding the recruitment process   
Crafting compelling job descriptions   

Utilising online job platforms effectively   
Social media recruitment techniques   

Importance of employer branding in recruitment   
Conducting targeted talent searches   

Effective screening and shortlisting methods   
Streamlining interview processes   

Assessing cultural fit in recruitment   
Negotiating job offers successfully   

Onboarding strategies for new hires   
Continuous improvement in recruitment practices    

 
Section 3: Document Management & Secure Filing    

Organising digital files and folders   
Implementing version control   
Secure file storage solutions   

Access control and permissions   
Document retrieval and search techniques   

Metadata and tagging for efficient classification   
Compliance and legal considerations   

Backup and disaster recovery strategies   



Integrating document management systems   
Best practices for secure filing   

Automation in document handling   

 
Section 4: HR’s Involvement in Performance Management

Setting clear performance expectations and goals   
Conducting effective performance evaluations   
Providing constructive feedback and coaching   

Addressing performance issues and improvement plans   
Utilising performance appraisal tools and systems   

Incorporating employee development in performance management   
Aligning performance with organisational objectives   

 
Section 5: Succession Planning & Progression Opportunities

Creating a talent pipeline within the organisation   
Succession planning for key positions   

Skill assessment and development plans   
Diversity and inclusion in succession planning   

Communicating succession plans to employees   
Developing mentorship and coaching programs   

Progression opportunities for career growth   

 
Section 6: Managing Sickness & Absence

Monitoring and recording employee absence   
Implementing return-to-work interviews   

Managing short-term and long-term sickness   
Strategies for reducing absenteeism   

Legal aspects and compliance in absence management   
Supporting employee well-being and health   

Communicating absence policies to staff    

 
Section 7: Reward & Recognition Opportunities

Aligning rewards with organisational goals   
Incentive schemes and performance-based bonuses   

Non-monetary recognition and appreciation strategies   
Employee benefits and perks   



Personalised recognition approaches   
Creating a positive and inclusive recognition culture   

Communication strategies for rewards and recognition   

Certificate Description

.Holistique Training عند إتمام هذه الدورة التدريبية بنجاح، سيحصل المشاركون عل شهادة إتمام التدريب من
(e-Certificate) وبالنسبة للذين يحضرون ويملون الدورة التدريبية عبر الإنترنت، سيتم تزويدهم بشهادة إلترونية

  .Holistique Training من

وخدمة اعتماد التطوير المهن (BAC) معتمدة من المجلس البريطان للتقييم Holistique Training شهادات
  .ISO 29993و ISO 21001و ISO 9001 كما أنها معتمدة وفق معايير ،(CPD) المستمر

لهذه الدورة من خلال شهاداتنا، وستظهر هذه النقاط عل شهادة إتمام (CPD) يتم منح نقاط التطوير المهن المستمر
واحدة عن كل ساعة CPD يتم منح نقطة ،CPD ووفقًا لمعايير خدمة اعتماد .Holistique Training التدريب من

  .لأي دورة واحدة نقدمها حاليا CPD حضور ف الدورة. ويمن المطالبة بحد أقص قدره 50 نقطة

Categories

إدارة الموارد البشرية HR, القيادة والإدارة, إدارة المشاريع

Related Articles

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/dwaIzn5aGsI?si=Ku-CvN-XV7gGqKja
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