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

e Understanding core HR functions.

e Applying HR principles in a practical context.

e Decision-making within HR.

e The vital role of HR administrators.

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

e Business requirements for HR systems.

* HR reports with various graphs and templates.

e Legal documents for employee data.

¢ Developing an employee handbook.

Section 2 : Various Organisational Structures & Their HR Processes

¢ Exploring diverse organisational structures.

e Understanding HR processes within different structures.

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

* Applying HR strategies tailored to specific organisational designs.

¢ 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.

e 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.

e 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.

 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=rXUrl7VPCTe641JK
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