
Human Resources 
Essentials



Housekeeping



• Describe the factors that support 
and sustain performance using 
the Performance Equation

• Develop a simple orientation 
plan for a job.

• Identify strategies to retain 
employees and build employee 
engagement.

• Describe tools for managing 
performance.

• Develop a Draft HR Strategy and 
their next steps. 

Learning Objectives

• Describe how human resources 
impact business results.

• Describe the key components 
of an HR strategy/strategic 
workforce plan.

• Prepare a simple job 
description for a job.

• Outline the steps in 
recruitment.

• Develop sample interview 
questions for a job.



Human Resources 

Get the Right 
People

At the Right 
Time

In the Right 
Place

With the 
Right Skills



HR Strategy



Attain: How to Get the Right 
People at the Right Time

 Forecast Requirements

 Develop Job Descriptions

 Plan Recruitment

 Conduct Interviews



Job Description 

 Title
 Reports to
 Job Purpose
 Duties and Responsibilities
 Qualifications
 Working Conditions
 Physical Requirements



Job Descriptions that Work



Recruitment Plan



• Who 

• Where

• Unique factors



 Cover Key information

 Spark Interest



Example



Example



Example



 Set the Stage

 Open the Interview

 Ask Planned Questions

 Close



Interview Questions

 Can and Can’t Ask

 Behavioural Descriptive (BDI) Questions



 Purpose
 What to ask



Sustain: Developing and 
Growing Ability

 Orientation

 Train and Develop



 Before the 1st Day

 First Day.

 First Week

 First 2 Weeks

 Within 3 months

 Within 6 months

Orientation Plan



Training and 
Development



Retain: Keeping Good Employees 
and Keeping Employees Good

• Communicating Clear 
Expectations

• Addressing Performance 
Concerns

• Employee Engagement

• Rewards and Recognition



Performance =

ƒ(role clarity + goal clarity) x ability x 
willingness©



Clear Expectations

Clearly explain the desired end results

Explain the value to the business

Brant authority

Explain how performance will be monitored

Get agreement to deadlines

Provide feedback on results



Addressing 
Performance Concerns

Prepare for the conversation

Have the conversation

Follow up and follow through

Document



GROW



 %
 Priority Attain

Sustain

Retain

 %
 Priority 

 %
 Priority 

HR Strategy Checklist
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