
Human Resource Management (HRM) is a critical
part of organizational planning. As the owner-
manager of your business, you’re also an HR
manager.  Your primary responsibility is to ensure
that the right people are available at the right time
to fulfill business objectives.  This course gives
you methods to deal consistently with your
employees, creating a healthy working
environment for them and making them feel
valued.

Recognize the owner-manager role as that
of an HR Manager;
Describe the purpose and components of
HRM;
Discuss the benefits of using HRM
practices;
Identify the functions and responsibilities
of an HR Manager;
List the knowledge, skills, and competencies
required for successful Human Resource
Management;
Recognize some differences in HRM
application in Asian and Western-oriented
companies;
Write an action plan that will help you to
apply these HR concepts in your company.

This course is designed  for HR managers of
SMEs, who seek to hire and retain the best people
to achieve business goals.

1. Human resource Function
and Responsibilities
What is Human Resource Management
(HRM)?
Who is Responsible for HRM?
Value of HRM
HRM Functions
Planning and Procurement
Training and Development
Retention and Management
HR Information Systems and Services
New Trends in HRM
Case Study

2. Benefits of HRM
Planning and Procurement
Training and Development
Retention and Management
HR Information Systems and Services

3. The HR Manager
Role of HR Managers in Company
Management
Role of HR Managers to Line Managers
Role of HR Managers to the Workforce
HR Managers: Knowledge, Skills, and
Character
Case Study

4. Differences in HRM Practices
Planning & Procurement
Training & Development
Retention & Management
HR Information Systems & Services
Case Study

Introduction
to Human
Resource
Management

Course Content



As owner-manager of a business, you must set
up the duties, responsibilities, and standards for
each of the jobs in your company.  This course
will guide you in how to select employees, train
them, evaluate their work and determine their
salary.

Describe the many uses of job analysis for
a company;
Complete a job analysis for any position in
the company.

This course is designed for HR managers of
SMEs, who seek to hire and retain the best people
to achieve business goals.

1. Job Analysis
What is Job Analysis?
Job Analysis Tasks
Why do a Job Analysis?
Create an Organizational Chart
Steps in Job Analysis Process
Job Analysis Tools
Job Analysis Worksheet
Job Analysis Questionnaire
Job Documents

Job Analysis
Course Content



Placing the right people in the right jobs is key to
success in any business.  To do this, you must
know what knowledge and skills each job in your
company requires.  Job descriptions, their
specifications and standards provide you with
this information.

Understand the importance of job
descriptions, job specifications, and job
performance standards;
Follow the process of creating these
documents;
Write a job description, a job specification,
and a job performance standards document
for any position in your company.

This course is designed for HR managers of
SMEs, who seek to hire and retain the best people
to achieve business goals.

1. Job Documents
Why Job Documents
Job Description, Job Specification,
Job Performance Standards
Uses and Benefits of Job Documents
Steps in Creating Job Documents
Job Descriptions
Job Specifications
Job Performance Standards
Verifying the Information
Maintaining your Job Information
Communicating Job Documents
to your Employees
Case Study

Job
Documents Course Content



Many companies face the difficulty of finding
competent staff.  This issue is all the more pressing
when competition is severe and companies in
your sector are all striving to attract qualified
candidates.  This course will equip you with the
right tools to develop effective practices for hiring
the right employees for the job.

Describe the purpose and benefits of
recruitment as an HRM practice;
Identify the processes involved in
recruitment;
Identify alternative sources of potential
recruits;
Apply the basic skills required in interviewing
job applicants;
Recognize the importance of good selection
criteria and be able to develop them for
your company.

This course is designed for HR managers of
SMEs, who seek to hire and retain the best people
to achieve business goals.

1. The Recruitment Process
What is Recruiting?
Formal Versus Informal Recruitment
Benefits of a Formal Recruitment Process

2. Steps in the Recruitment Process
Defining the Job (Job Analysis)
Searching
Internal vs. External Recruitment
Screening
Interviewing
Selecting
Case Study
Making the Job Offer
Orienting a New Employee & Following Up

Recruiting
Course Content



As a team leader, have you ever asked yourself
the question, “What could I do to help my team
members perform better so that my team can
achieve our performance objectives?”  Have you
ever considered that performance appraisal is an
effective tool for this purpose?  This workbook
will help you to become familiar with performance
appraisal as a tool, and to know how to use it.

Define performance appraisal, its aims and
benefits;
Explain the five steps of the appraisal
process;
Provide constructive feedback on your
employees’ performance;
Describe the process of conducting an
appraisal interview.

This course is designed HR managers of SMEs,
who seek to hire and retain the best people to
achieve business goals.

1. The Aims of performance
Appraisal
Defining Performance Appraisal
Aims of Performance Appraisal
The Benefits of Performance Appraisal
Problems Encountered in Appraising
Performance
Common Weaknesses in Performance
 Appraisal Systems
The New Trend of Appraising
Performance

2.The Appraisal Process
Steps in Appraising Performance
Planning
Implementing
Assessing Performance
Conducting Appraisal Interviews
The Employees Performance File

3. The Appraisal Interview
 Planning and Preparation
Choose an Interview Style
At the Start of the Interview
During the Interview
Conducting the Interview
Case Study

Appraising
Performance Course Content



Business owners and managers must always
make sure that the wage and salary system of
their company is fair and accurate so that they
can motivate and retain good employees to
achieve business objectives.  This course will
help business owners and managers to develop
a wage and salary system for their company.

Use the Job analysis practices to determine
the relative worth of each job in an
enterprise;
Evaluate the positions relative to each other;
Assign grade levels to each group of similar
positions;
Assign a salary range to each grade level;
Create a wage scale system for a company.

This course is designed HR managers of SMEs,
who seek to hire and retain the best people to
achieve business goals.

1. Wage and Salary Systems
Why Set a Wage Scale?
Wage and Salary Determinations
Characteristics of a Good Wage System

2. Setting up a Wage and
Salary System
Job Analysis
Job Evaluation
Job Grading
Job Pricing—Setting Wage Scales

Wage & Salary
System Course Content



Often managers and owners of small and medium
sized enterprises do not realize the potential
benefits of training. Many have limited knowledge
about training and do not have the necessary
skills to effectively organize and manage the
training activities in their organization. This course
provides the steps, guidelines, and tools in
planning, managing, and evaluating the training
activities in an organization. It also provides the
steps, guidelines, and tools needed to assess
performance improvement. Finally, it covers the
necessary skills for planning, managing, and
evaluating the training activities in an organization.

Identify the scope of training;
Use tools to identify training needs;
Prepare a training plan;
Prepare a plan for assessing the impact of
training.

The Organizing Successful Training course is
targeted at human resources managers, training
managers and business owners who are
responsible for the training activities in their
company.

1. Scope of Training
Training-A Means or an End?
When to Use Training?
Training-Rules of the Game

2.Needs Assessment
Organizational Analysis
Task Analysis
Individual Analysis

3. Prepare a Training Plan
 The Main Points to Consider when
Preparing a Training Plan
How to Apply Training to Work
4. Training Impact Evaluation
How to Prepare a Training Impact
Evaluation Plan

How to Organize
A Successful
Training

Course Content


