PRE CALENDER FOR HR-TRAINING

ORIENTATION

Recruitment planning/ identifying the human requirement in
company, Job description parameters and J.D. preparation

Resume screening techniques, practical resume screening and
discussions on screening observations.

Scheduling the interview & call-letter drafting. Precautions need to
ake to schedule the interview

Importance of interview status updating to candidate (Selected /
Rejected/ Hold) How to disclose to candidate in a proper manner.

MOCK DRILL

Background verification check techniques

(educational, experience, package, personal, criminal) &

Salary negotiations (if required) and how to satisfy the employer and
candidate with-in the budget




ATTENDANCE
& PAYROLL
MANAGEMENT

INDUSTRIAL
RELATIONS &
LABOUR
LAWS,
GRIEVANCES

PRE-
RECRUITMENT
SKILLS

Induction/ orientation to the new employee on
company’s policies & procedures, assigning a team

Performance evaluation technique’s (360 appraisal,
score card method etc) Promotion/ subsequent
compensation, salary hike policy etc.

Relieving process, Termination policies, notice period,
exit documentation like issuing relieving letter,
experience certificate, full & final settlements.

Attend Client interviews, € =» exercising on client
feedback. Posting at client location




