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1. Introduction to Human Resources

Human Resources (HR) is the organizational function responsible for managing one of the most critical assets of
any business — its people. HR encompasses a wide spectrum of responsibilities: recruiting and hiring qualified
talent, designing compensation and benefits packages, ensuring compliance with labor laws, fostering employee
development, and building a culture where employees can do their best work. At its core, HR serves as the bridge
between organizational objectives and the human capital required to achieve them.

Effective HR practice goes far beyond administrative tasks. Modern HR professionals act as strategic partners to
business leaders, aligning workforce planning and talent development with long-term organizational goals. They
navigate complex legal landscapes, mediate interpersonal conflicts, champion inclusion, and leverage data

analytics to inform better decisions. The role demands both technical expertise and deep emotional intelligence.

& Vad

Attract & Retain Talent Improve Performance
Source, hire, and keep skilled employees who drive Design systems that monitor, develop, and elevate
business performance. employee productivity.
W &
oo
|
€nsure Compliance Support Qrovuth
Maintain adherence to labor laws, regulations, and Align workforce strategy with organizational
internal policies. transformation and expansion.

@ Become a Certified HR Professional



https://www.gsdcouncil.org/certified-hr-professional

2. Employee Lifecycle

The Employee Lifecycle represents the full arc of an employee's relationship with the organization — from the first
moment they become aware of your brand as an employer to the day they depart and even beyond.
Understanding and optimizing each stage of this lifecycle is one of the most impactful things HR can do to improve
both organizational performance and the human experience at work. The goal is to deliver a consistently positive,

engaging employee experience at every touchpoint.

Attraction 1

Employer branding and talent attraction

2 Recruitment

Hiring suitable candidates

Onboarding 3

Introducing employees to the organization

4 Development

Training and career growth

€ngagement 5

Building satisfaction and motivation

6 Separation

Exit, resignation, retirement, or termination

@ Key Goal: Deliver a positive, consistent employee experience across every stage of the lifecycle — from
attraction through alumni relations.
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3. Recruitment and Selection

Recruitment is the systematic process of attracting, identifying, and engaging qualified candidates for open
positions within the organization. A well-designed recruitment strategy balances speed, quality, and cost-
effectiveness while ensuring a positive candidate experience. HR professionals must understand both internal and
external sourcing channels and know when to leverage each effectively.

Internal Recruitment €xternal Recruitment

Leveraging existing talent for new roles promotes Bringing in new perspectives and skills from outside
engagement and reduces onboarding time. the organization.
* Promotions e Job portals
® Transfers ® Recruitment agencies
Internal job postings e Campus hiring
Employee referrals ® Social media recruiting

e Professional networks
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Selection Process & Interviewu Types

The selection process converts a pool of applicants into a final hire through a structured series of evaluation steps.

Each step serves a distinct purpose — from initial screening to final offer negotiation. Choosing the right interview

format for the role and context is equally important; different interview types reveal different dimensions of

candidate suitability.

Selection Steps

Step

Resume Screening

Assessments

Interviews

Background

Verification

Offer Management

Joining Formalities

Purpose

Identify qualified
candidates

Evaluate technical or
behavioral skills

Measure fit and
competency

Validate information

Finalize
compensation and

role

Documentation and

onboarding

Types of Intervievus

Structured

Panel

Situational
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Recruitment MNetrics

Tracking recruitment metrics enables HR teams to evaluate the efficiency and effectiveness of their hiring
processes. These key performance indicators inform decisions about sourcing channels, recruiter productivity,

and overall talent acquisition strategy. Consistent measurement drives continuous improvement across the hiring

funnel.
Metric Formula / Definition
Time to Hire Days from application to offer
Time to Fill Days from job approval to joining
Cost per Hire Total hiring cost + Number of hires
Offer Acceptance Rate Accepted offers + Total offers made
Quality of Hire Performance and retention measurement post-hire

G Pro Tip: Track all five metrics together for a holistic view of hiring health. A low cost-per-hire means little

if quality of hire is also low.
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4. Workforce Planning

Workforce planning is the strategic process of ensuring that the organization has the right people, with the right
skills, in the right roles, at the right time. It requires HR to analyze both the current state of the workforce and the
future demands of the business, then build plans to close any identified gaps. Workforce planning is not a one-
time exercise — it is an ongoing discipline that responds to changing business conditions, market dynamics, and
workforce trends.

Effective workforce planning significantly reduces talent shortages, minimizes overstaffing costs, and ensures
organizational resilience in the face of disruption. It also enables proactive succession planning so that critical
roles are never left vacant for extended periods. Companies that invest in workforce planning consistently

outperform those that react to talent needs only when they arise.

Demand Forecasting

Predict future workforce needs based on business
strategy

Qap Analysis

Identify the difference between what you have and
what you need

Supply Forecasting

Assess current and available talent supply
internally and externally

Succession Planning

Prepare employees for critical future roles before

vacancies arise
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5. Job Analysis and Job Design

Job analysis is the systematic process of collecting detailed information about a job's duties, responsibilities,
required skills, and working conditions. The outputs — a Job Description (JD) and Job Specification (JS) — form
the foundation for virtually every other HR function, from recruitment and compensation to performance
management and training. Without accurate job analysis, HR decisions lack the clarity they require.

Job design, by contrast, focuses on how work is structured and organized to maximize both employee satisfaction
and organizational productivity. Thoughtful job design can reduce monotony, increase motivation, and improve
performance outcomes significantly.

ob Description Includes ob Design Approaches
P gn App
e Jobtitle
e Responsibilities and duties JOb Rotation JOb

€nlargement

® Reporting relationships Move employees

* Required skills and qualifications across roles to Add tasks at the

> Wen i e eE build breadth same level of

complexity

Job Autonomous
Enrichment Teams
Add Self-managed
responsibilities teams with
that increase collective
autonomy and accountability
challenge
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6. Onboarding and Orientation

Onboarding is a structured, intentional process designed to integrate new employees into the organization
effectively. It goes far beyond paperwork and IT setup — a high-quality onboarding program connects new hires to
the company's culture, values, and goals from day one. Research consistently shows that employees who
experience a strong onboarding process are significantly more likely to feel engaged, perform at higher levels, and
stay with the organization longer.

The first 90 days of employment are particularly critical. HR professionals should design onboarding programs
that progressively introduce new employees to their team, their role, and the broader organization. Clear goal-

setting, early wins, and regular check-ins during this period set the foundation for long-term success.

1 2
Documentation Policy Communication
Complete all necessary employment paperwork Review key company policies and culture norms
3 4
IT Setup Qoal Setting
Ensure tools, access, and systems are ready Establish 30/60/90-day performance objectives
Faster Productivity Better Engagement
Louwver Early Attrition Improved Experience
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7. Learning and Development (L&D)

Learning and Development focuses on continuously improving employees' skills, knowledge, and capabilities to
keep pace with evolving business demands. A robust L&D strategy not only builds individual competence but also
strengthens organizational capability, improves retention, and signals to employees that the company is invested
in their growth. In today's fast-changing environment, continuous learning is a competitive necessity.

Types of Training Rirkpatrick Training Evaluation
Nodel

® Technical Training
e Soft Skills Training The Kirkpatrick model is the gold standard for
measuring training effectiveness across four

e |eadership Development
progressive levels.

® Compliance Training

® Cross-Functional Training

1
Training Process >
01
3
Training Needs Analysis (TIVA)
4
02
03 2 Level 3: Behavior
Delivery ]
3 Level 2: Learning
04
] 4 Level 1: Reaction
Evaluation
05

Continuous Improvement
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8. Performance (Mlanagement

Performance management is the continuous process of planning, monitoring, reviewing, and improving employee
performance in alignment with organizational goals. Unlike the traditional annual review — which often felt like a
retroactive judgment — modern performance management is a forward-looking, collaborative process. It involves
ongoing dialogue between managers and employees, frequent feedback, and a shared commitment to growth

and improvement.

An effective performance management system creates clarity about expectations, enables employees to see how
their work connects to organizational success, and provides the coaching and support needed to close
performance gaps. When designed well, performance management is one of the most powerful tools HR has for

driving both individual and organizational results.

o) %/l;bl Continuous Feedback
Qoal Setting

g MNid-Year Reviewu

Development Planning
Performance Appraisal

Common Performance NMethods

nMBO 360° Feedback
Management by Objectives Multi-rater assessment
Balanced Scorecard RPI-Based
Multi-perspective measurement Key performance indicators
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SINART Qoals & Rey Performance
Tlerms

SMART Goals provide a practical, memorable framework for setting objectives that are rigorous, actionable, and
measurable. Every performance goal — whether for an individual, a team, or a department — should pass the
SMART test before it is finalized. Goals that lack specificity or measurability are difficult to evaluate fairly and often

lead to misaligned expectations between managers and employees.

SART Qoals Frameuwvork Rey Performance Mlanagement
Terms

Term Meaning

Specific Neasurable

KPI Key Performance
Indicator — a

4 measurable value

showing how

effectively objectives

Achievable Relevant
are achieved

KRA Key Result Area —
primary

. responsibilities or

Time-bound >

areas of focus for a

role

Competency Observable skill or
behavior that
contributes to
performance

Appraisal Formal structured
review of an
employee's
performance over a
period
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9. Compensation and Benefits

Compensation refers to the full range of monetary and non-monetary rewards provided to employees in exchange

for their contributions. A well-structured compensation system is one of the most powerful tools HR has for

attracting top talent, motivating performance, and retaining valued employees. Compensation strategy must

balance internal equity (fair pay relative to peers) with external competitiveness (pay relative to the market).

Direct Compensation

Salary Structure Components

Base Salary
Bonuses
Incentives and commissions

Overtime pay

Basic Salary

HRA

Special Allowwance

Provident Fund

Qratuity

Bonus

Indirect Compensation

Health & life insurance
Retirement benefits
Paid leave

Wellness programs
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Compensation Strategies & Benefits

The right compensation strategy depends on the organization's values, competitive positioning, and talent goals.
Different strategies suit different business models and workforce demographics. HR must regularly benchmark
compensation against market data and adjust strategies to remain competitive while maintaining internal fairness

and budgetary discipline.

Pay for Performance

Rewards employees based on individual or team
output and results. Drives accountability and high

performance.

Market-Based Pay

Skill-Based Pay

Compensates employees based on the skills and
competencies they possess, encouraging

continuous learning.

Variable Pay

Aligns compensation with prevailing market rates Includes bonuses, profit-sharing, and incentives
for similar roles, ensuring external that fluctuate based on individual or
competitiveness. organizational performance.

4 3% top 3

Pay Strategies Retention Impact €ngagement Driver
Each targeting a different driver of Fair pay can triple employee Compensation consistently ranks
motivation and retention likelihood to stay among the top employee concerns
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10. Employee Engagement

Employee engagement is the degree of emotional commitment an employee feels toward their organization and
its goals. Highly engaged employees are not merely satisfied — they are motivated, productive, and act as
advocates for their employer. Engagement is one of the strongest predictors of retention, customer satisfaction,

and business performance, making it a strategic priority for HR professionals and senior leaders alike.

Building engagement requires a multifaceted approach. Recognition, meaningful work, career development
opportunities, strong leadership, open communication, and work-life balance all contribute to engagement. HR
professionals must regularly measure engagement levels and use the insights to design targeted interventions

that address the root causes of disengagement.

Rey Drivers of Engagement €ngagement MNetrics to Track
— Recognition
Employee efUPS —
Feeling seen and valued for contributions Satisfaction Employee
Score Vet Promoter
— Leadership Support Score
Managers who coach, communicate, and care
Retention Absenteeism
— Career Qrouwuth Rate Rate

Visible paths for development and

advancement

—  MNeaningful Work

Connection between daily tasks and purpose
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11. Employee Relations

Employee relations (ER) is the HR discipline focused on maintaining healthy, productive relationships between
employers and employees. Strong ER practices prevent workplace conflicts from escalating, ensure that
grievances are handled fairly and consistently, and foster an environment of trust, respect, and open
communication. When employee relations are well-managed, organizations experience lower turnover, reduced
absenteeism, and stronger morale.

Conflict in the workplace is inevitable — but it doesn't have to be destructive. HR professionals trained in ER help
identify the root causes of conflict and guide both parties toward constructive resolution. Consistent application of

disciplinary and grievance procedures is critical to ensuring fairness and legal defensibility.

Qrievance Handling Process Common Causes of Workplace
Conflict

01

Complaint Submission Poor Role

Employee formally lodges the grievance Communicatio Ambiguity
n

02

Investigqtion Bias or Workload
Discrimination Imbalance

HR investigates facts objectively

03 Personality Clashes

Discussion

Both parties meet to address the issue

04

Resolution

Decision communicated and implemented

05

Documentation

Outcome recorded for future reference
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12. HR Policies and Compliance

HR compliance is the process of ensuring the organization adheres to all applicable labor laws, employment
regulations, and internal policies. Non-compliance can expose the organization to significant legal, financial, and
reputational risk — making compliance oversight one of the most critical HR responsibilities. HR professionals
must stay current with federal, state, and local regulations, and must proactively update policies as laws evolve.

Beyond legal compliance, well-designed HR policies create a consistent, fair, and predictable workplace
experience for all employees. They establish clear expectations, reduce ambiguity, and provide a framework for
fair decision-making. Policies should be accessible, clearly written, regularly reviewed, and consistently enforced
across all levels of the organization.

Common HR Policies Compliance Risk Areas

® |eave Policy

* Attendance Policy t)e90|| . geputotlon
enalties amage

* Code of Conduct 9

* Anti-Harassment Policy Fines and Public trust and

* Remote Work Policy regulatory employer brand
sanctions for erosion

e Data Privacy Policy violations
Employee Regulatory
Lawvusuits Audits

Civil litigation from
wrongful
employment
practices
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13. Diversity, Eovity, and Inclusion
(DEI)

Diversity, Equity, and Inclusion (DEI) represents a commitment to creating a workplace where every employee —
regardless of their background, identity, or experience — has equal opportunity to thrive and contribute. DEl is not
just a moral imperative; it is a proven business strategy. Organizations with diverse, inclusive cultures consistently

outperform their peers on innovation, problem-solving, and financial performance.

Diversity Eoquity Inclusion

The representation of different Ensuring fair access to Creating an environment where
backgrounds, identities, opportunities, resources, and every employee feels genuinely
perspectives, and experiences advancement for all employees valued, respected, heard, and
within the workforce. Diversity — recognizing that different empowered to bring their full
encompasses race, gender, age, people may need different levels self to work.

disability, religion, nationality, of support to achieve equal

and more. outcomes.

Business Benefits of DEI

@ Better Innovation <D Improved Decisions
Diverse teams generate more creative Inclusive teams make better, more thoroughly
solutions and challenge groupthink. considered decisions.

@ Higher Engagement ? Strong Employer Brand
Employees who feel included are more DEI leadership attracts top talent across
committed and productive. diverse communities.
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14. Talent MNanagement

Talent management is the integrated, strategic approach to attracting, developing, engaging, and retaining
employees who contribute most significantly to organizational success. It represents the intersection of HR
strategy and business strategy, ensuring that the right talent is available to execute current priorities and build
future capability. World-class talent management programs create competitive advantages that are difficult for

rivals to replicate.

A central element of talent management is the identification and development of high-potential employees
(HiPos) — individuals who demonstrate the capability, aspiration, and engagement to grow into senior leadership
roles. Equally important is succession planning: proactively building a pipeline of successors for critical roles so

that the organization is never left vulnerable by unexpected departures or planned retirements.

Talent Management Components Succession Planning Steps

Talent Acguisition D:D Identify Rey Roles

Succession Planning

Leadership Development 2

Career Mlanagement

< Develop Successors
Retention Strategies

AN Monitor Readiness
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15. HR Analytics and Metrics

HR analytics is the practice of using workforce data to make better, more informed people decisions. As
organizations face increasing pressure to demonstrate the business value of HR investments, analytics has become
an essential competency for HR professionals at all levels. Moving beyond descriptive reporting to predictive and

prescriptive analytics allows HR to shift from reactive problem-solving to proactive talent strategy.

Metric Formula

Attrition Rate Employees left + Average employees x 100
Retention Rate Employees retained + Total employees x 100
Absenteeism Rate Total absent days + Total workdays x 100
Training ROI Training benefit + Training cost x 100
Revenue per Employee Total revenue + Number of employees

Types of HR Analytics

Prescriptive

Recommend specific actions

Predictive

Forecast future trends

Diagnostic

Explain why things happened

Descriptive

Summarize past data



16. HR Technology (HR Tech)

HR technology encompasses the digital tools, platforms, and systems that enable HR professionals to work more

efficiently, make better decisions, and deliver a more seamless employee experience. From applicant tracking

systems that streamline recruitment to people analytics platforms that surface workforce insights, HR tech has

transformed what is possible in modern HR practice. Organizations that invest strategically in HR technology gain

significant competitive advantages in talent acquisition, management, and retention.

Selecting the right HR technology stack requires careful consideration of organizational size, workflow complexity,

integration requirements, and user experience. The best HR tech implementations are those where technology

enhances human judgment rather than replacing it — automating administrative tasks so HR professionals can

focus on the strategic, relationship-driven work where human expertise matters most.

HRMWNS

Human Resource

Management System —
the central hub for
employee data, payroll,
and HR processes.

ATS
Applicant Tracking

LS

Learning Management

System — manages job System — delivers, tracks,

postings, applications, and manages employee

and hiring workflows. training programs.

Become a Certified HR Professional

Payroll Systems

Automate salary
calculations, tax
withholdings, and
payment disbursements.
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17. Organizational Development (OD)

Organizational Development (OD) is a planned, systematic approach to improving an organization's effectiveness

and health by aligning its culture, people, and processes with strategic objectives. OD practitioners draw on

behavioral science to diagnose organizational challenges and design interventions that create lasting positive

change. Unlike operational HR, which focuses on day-to-day people management, OD focuses on systemic

transformation and long-term organizational capability.

OD interventions range from targeted team-effectiveness workshops to large-scale culture transformation

initiatives. Effective OD requires deep diagnostic skill, strong change management capabilities, and the ability to

engage stakeholders at every level of the organization. HR professionals who develop OD expertise become

invaluable strategic partners to senior leadership.

Team Development

Strengthening collaboration and
team dynamics

Culture Transformation

Shifting organizational norms and
values

Become a Certified HR Professional

Leadership Coaching

Building leadership capability at all
levels

Change Management

Guiding organizations through
transformation

Process Improvement

Streamlining workflows for greater
efficiency
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18. Change Mlanagement in HR

HR plays a pivotal role in organizational change initiatives — ensuring that transitions are managed with
transparency, empathy, and strategic discipline. Whether the change involves a merger, restructuring, technology
implementation, or culture transformation, HR's ability to manage the people side of change is often the
difference between success and failure. Resistance to change is a natural human response, and effective HR
professionals are skilled at understanding its root causes and addressing them proactively.

Lewvin's Change MNodel ADRAR Model
Unfreeze
1 Auvvareness
Create readiness and motivation to
change Understanding why change is needed
Change

Implement the new ways of working Desire

Motivation to support the change

Refreeze

Stabilize and embed the new state
Rnouwuledge

Knowing how to change

Ability

Skills to implement the change

Reinforcement

Sustaining the change over time
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19. Workplace &thics and
Professionalism

Ethical HR practice is foundational to building trust, ensuring fairness, and maintaining the integrity of the HR
function. HR professionals routinely handle sensitive information, make decisions that affect people's livelihoods,
and navigate complex situations that require careful judgment. Maintaining the highest ethical standards — not
just when it's convenient, but especially when it's difficult — is what defines a truly professional HR practitioner.

Ethical lapses in HR — whether favoritism in promotions, mishandling confidential information, or tolerating
harassment — can have devastating consequences for individuals and organizations alike. HR professionals must
be equipped to identify ethical challenges, speak up when standards are violated, and model the behavior they
want to see throughout the organization.

€thical HR Practices Common Ethical Challenges

Confidentiality — protect sensitive employee

information

Fair treatment — apply policies consistently and

without bias

Non-discrimination — ensure equal treatment

for all

Transparency — communicate openly and
honestly

Integrity — do what is right, even when it is
difficult

Favoritism

Preferential
treatment in
decisions

Harassment

Tolerated or
uninvestigated
misconduct

Become a Certified HR Professional

Data Privacy
Violations

Mishandling
employee
information

Conflict of
Interest

Personal interests
influencing
professional
decisions
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20. HR Risk Mlanagement

HR risk management involves identifying, assessing, and mitigating workforce-related risks that could threaten
organizational performance, legal standing, or employee well-being. As organizations grow more complex, the
range of HR risks expands — from traditional concerns like compliance and workplace safety to emerging threats
like data privacy breaches and cybersecurity vulnerabilities. Proactive HR risk management is a hallmark of

mature, high-performing HR functions.

The most effective approach to HR risk management combines strong policy design, regular risk assessments,
manager training, and robust reporting mechanisms. HR professionals should develop risk registers, establish
clear escalation protocols, and ensure that risk management considerations are embedded in all major HR

processes — from hiring and onboarding to separation and data management.

Compliance Risk

Failure to adhere to labor laws, employment regulations, or internal policies, resulting in legal

penalties and regulatory scrutiny.

Talent Shortage Risk

Inability to attract or retain critical skills needed for business operations and strategic

execution.

Workplace Safety Risk

Physical, psychological, or environmental hazards that expose employees and the organization

to harm and liability.

Cybersecurity & Data Risk

Unauthorized access to or misuse of sensitive employee data, creating privacy violations and

reputational damage.




21. Rey HR Frameuwvorks

Understanding the foundational theories of human motivation and management philosophy is essential for any
HR professional. These frameworks inform how we design compensation systems, develop leaders, build
engagement programs, and manage performance. They provide a shared language for HR practitioners and
business leaders when discussing workforce strategy and organizational behavior.

Maslow's Hierarchy of Ueeds Herzberg's Twwo-Factor Theory

1 Hygiene Motivators
Factors

2 Drive satisfaction:
Prevent recognition,

3 dissatisfaction: salary, achievement,
policies, working responsibility, growth

4 conditions,
supervision

5

MNcQreqgor's Theory ¥ vs. Theory Y
1 Self-Actualization Qreg v v

Theory X Theory Y
2 Esteem
Employees dislike Employees are self-
3  Social work motivated
Requires strict Encourages
4 Sofetu supervision empowerment
5 Physiological Management by Management by trust
control
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22. Important HR Terms Qlossary

A command of HR terminology is essential for professional credibility and effective communication with business
partners, executives, and employees. The following glossary covers the core vocabulary every HR professional
should know fluently. These terms appear frequently in job descriptions, performance reviews, policy documents,

and professional certification exams.

Term Meaning

Attrition The rate at which employees leave the organization,

voluntarily or involuntarily

Headcount Total number of employees in the organization at a

given pointin time

Benchmarking Comparing HR practices, metrics, or compensation
against industry standards

Competency Mapping Identifying and documenting the skills and
behaviors required for effective job performance

Employer Branding The organization's reputation and value proposition
as an employer in the talent marketplace

Engagement The degree of emotional and intellectual
commitment an employee feels toward their work

and organization

Retention The organization's ability to keep valuable

employees over time

Succession Planning The process of identifying and preparing future

leaders for critical organizational roles

[ Study Tip: Know not just the definitions, but be able to apply each term to a real-world HR scenario —
exam questions often test applied knowledge, not just recall.
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23 & 25. HR €xam Prep & Final Revision
Checklist

Effective preparation for HR professional exams requires a strategic, focused approach. Rather than trying to
memorize everything, concentrate your energy on the high-yield areas: metrics and formulas, process frameworks,
key models, and compliance essentials. Practice applying your knowledge to realistic scenarios — this is where

most candidates earn or lose marks.

Focus Areas for Exam Success Final Revision Checklist

% Recruitment MNetrics [J HRlifecycle and all stages
. . . (] Recruitment process and selection steps
Time to hire, cost per hire, offer acceptance

rate Performance management cycle

Compensation components and strategies

— Performance Frameuworks HR metrics and formulas

Employee engagement drivers and metrics
MBO, 360-degree feedback, SMART goals P 88
Talent management frameworks
% Compensotion Structures HR compliance basics and risk areas

Change management models (Lewin & ADKAR)
Direct vs. indirect, salary components, pay

: HR analytics t descriptive t ipti
strategies analytics types (descriptive to prescriptive)

Key HR theories (Maslow, Herzberg, McGregor)

OOo0000O0O000O0

Important HR terminology glossary

— HR Analytics Formulas

Attrition, retention, training ROI, revenue per

employee

— Change Management MNodels

Lewin's model, ADKAR framework

"The secret of getting ahead is getting started. Revise consistently, apply your knowledge practically, and

approach each topic with curiosity — not just memorization."
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experts to help you with materials such as videos, created and authored by
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help you clear the
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