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Course Content & Outline

Section 1: The Importance of HR Duties within Various Departments

¢ HR's impact on employee onboarding and orientation

e Employee training and development in different departments

¢ HR's contribution to performance management across teams

e Managing employee relations and conflict resolution

¢ HR's involvement in compensation and benefits administration

e Ensuring compliance with employment laws and regulations

e Diversity and inclusion initiatives in different departments

e 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

e Understanding the recruitment process

e Crafting compelling job descriptions

e Utilising online job platforms effectively

e Social media recruitment techniques

e Importance of employer branding in recruitment
e Conducting targeted talent searches
 Effective screening and shortlisting methods
e Streamlining interview processes

e Assessing cultural fit in recruitment

e Negotiating job offers successfully

¢ Onboarding strategies for new hires

e Continuous improvement in recruitment practices

Section 3: Document Management & Secure Filing

e Organising digital files and folders

¢ Implementing version control

e Secure file storage solutions

e Access control and permissions

e Document retrieval and search techniques

e Metadata and tagqging for efficient classification
e Compliance and legal considerations

e Backup and disaster recovery strategies



e Integrating document management systems
¢ Best practices for secure filing

e Automation in document handling

Section 4: HR’s Involvement in Performance Management

e Setting clear performance expectations and goals

e Conducting effective performance evaluations

e Providing constructive feedback and coaching

¢ Addressing performance issues and improvement plans

e Utilising performance appraisal tools and systems

e Incorporating employee development in performance management

 Aligning performance with organisational objectives

Section 5: Succession Planning & Progression Opportunities

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

e Skill assessment and development plans

e Diversity and inclusion in succession planning

e Communicating succession plans to employees
* Developing mentorship and coaching programs

e Progression opportunities for career growth

Section 6: Managing Sickness & Absence

e Monitoring and recording employee absence

e Implementing return-to-work interviews

e Managing short-term and long-term sickness

e Strategies for reducing absenteeism

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

e 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

e Employee benefits and perks



» Personalised recognition approaches
e Creating a positive and inclusive recognition culture

e Communication strategies for rewards and recognition
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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/dwalzn5aGsl?si=Ku-CvN-XV7gGgKja
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