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Provide training materials and assign a mentor

before the start date

Send a Welcome Kit gift

Create a witty, fun, and informative employee
handbook

Share a ‘welcome’ video from your company

leaders

Assign a brief initial project to study work style

Send a sincere handwritten or digital welcome

letter

Give access to resources that support

continuous learning and development

assign a “buddy” who serves as a mentor,

guiding them through their first weeks

Provide necessary training for the new hire to
do their job

Set up the new hire’s workspace

Workplace Tour

Setting clear expectations from the beginning

Ongoing Feedback and Progress Evaluation

Warm and Engaging Welcome

Take Time for Introductions and Ice Breakers

Announce New Hires on social media
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Job analysis

Job description and

job specification
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Recruiting and selection EEO compliance Performance appraisal Job evaluation—wage Training requirements
decisions

and salary decisions

FIGURE 1

Uses of Job Analysis Information

FIGURE 1 S Y N
. . H I 1 1]
Steps in Recruitment i I‘. R ," i Candidate
. Employment Recruiting: Candidates | \ 1 1 1 [ I
and Selection Process planning and - U [ SN A [ N
forecasting becomes
employee
Supervisors and

others interview final
candidates to make
|

Applicants Use selection
complete

The recruitment and selection process is a series of hurdles aimed at selecting the best candidate for the job.

Workforce planning
begins with forecasting
workforce needs. For
example, if a hospital
administrator expects to
expand a 500-bed hospital
to 1,200 beds over the
next 5 years, forecasting
how many registered
nurses they’ll need is
critical.

Source: Drew Myers/Corbis/Glow Images
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HR IN PRACTICE

dominate the interview.
® Do ask open-ended questions.

® Don't ask questions that can be answered yes or no.

Dos and Don’ts of Interview Questions

® Do listen to the candidate to encourage him or her to express

® Don’t telegraph the desired answer, for instance, by nodding or thoughts fully.

smiling when the right answer is given. ® Do draw out the applicant’s opinions and feelings by repeating
® Don't interrogate the applicant as if the person were a criminal. the person’s last comment as a question (e.g., "You didn't like
® Don't monopolize the interview by rambling, nor let the applicant your last job?").

® Do ask for examples.” For instance, if the candidate lists spe-
cific strengths or weaknesses, follow up with, “What are specific
examples that demonstrate each of your strengths?”

5 Core HR Competencies

1 Business Acumen

2 Data Literacy

3 Digital Agility

4 People Advocacy

s Execution
Excellence

Interprets external trends, analyzes customer needs, co-creates
business strategy to achieve sustainable business results.

Learn more -

The ability to read, apply, create, and communicate data into valuable
information in order to influence decision-making processes.

Learn more =

Utilizes technology to increase the impact of HR and prepares the
organization for the adoption of digital practices.

Learn more -

The ability to create a strong internal culture, get the best out of
people, and act as a trusted champion and communications expert.

Learn more =

The ability to translate the organization’s purpose, mission, goals, and
context into strategy, positioning HR policies and activities to best serve
the organization's interests.

Learn more =
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The Employee Journey Map

Pre & Integration & Exit:
Onboarding /Performance

Development Offboarding

Objective Objectives Objectives Objectives Objectives Objectives
| want a new | want to | want to | want to learn, | want to depart | want to refer the
job. understand my contribute, grow, and from the organisation to
role, my achieve goals and achieve job organisation. friends & family.
organisation & recognition. satisfaction. OR
and my goals. | want to return to
work here.
D

RS Introdus
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