


 
 
Role of Human Resources 

 Human Resources’ Role within the Organization  
o Skill Set Requirements of the Human Resources 

Function  
 The Internal HR Consulting Process  

o Internal HR Consulting Process Steps  
 TOOL: Needs Request Form Template  

Strategic and Operational Planning 

 Strategic Planning  
o Strategic Planning Process Steps  
 TOOL: Strategic Planning Meeting Agenda Template  
 TOOL: Strategic Plan Document Example  
 TOOL: Strategic Plan Document Template  
 TOOL: Environmental Scan Template  
 TOOL: SWOT Analysis Example  
 TOOL: SWOT Analysis Template  
 TOOL: Strategic Plan Status Report Template  
 TOOL: Communication, Marketing, and 

Implementation Plan Template  
 Operational Planning  

o Staffing Plan  
 TOOL: Staffing Plan Template  

 Change Management  
o Change Management Process  
 TOOL: Change Management Plan Template  
 TOOL: Sponsor and Change Agent Selection 

Checklist Template  
 TOOL: Objections and Resistance Worksheet 

Template  
 Succession Planning  

o Succession Planning Process  
o Succession Planning Process Steps  
 TOOL: Competency Assessment Example  
 TOOL: Competency Assessment Template  
 TOOL: Succession Plan Template  

 Compensation (Total Pay)  
o Compensation Philosophy Guidelines  
 TOOL: Compensation Philosophy Example  

o Salary Structure  
 TOOL: Salary Matrix Example  
 TOOL: Merit Increase Guidelines for Exempt 

Employees Example  
 TOOL: Merit Increase Guidelines for Non-Exempt 

Employees Example  
o Merit Increases  
o Recognition Rewards  

 Payroll  
o Payroll Guidelines  
 TOOL: Independent Contractor Checklist Template  

o Setting Up a Payroll System  
 Project Plan Management  

o Project Proposal and Planning  
o Roles and Responsibilities Identified in the Project Plan  
o Key Project Plan Categories  
 TOOL: Project Plan Example  
 TOOL: Project Plan Template  

 Management Reporting  
o Project Reports  
 TOOL: Project Report Example  
 TOOL: Project Report Template  

o HR Management Reports  
 TOOL: HR Report Template  
 TOOL: HR Metrics Job Aid  

 
Staffing 

 Job Descriptions  
o Job Description Overview  
 TOOL: Job Description Form Example  
 TOOL: Job Description Form Template  

o General Guidelines for Completing a Job Description  
 Recruiting  

o Recruiting Process Steps  
 TOOL: Job Requisition Form Instructions  
 TOOL: Job Requisition Form Template  
 TOOL: Job Posting Template  
 TOOL: Source Plan Template  
 TOOL: Recruiting Examples  
 TOOL: Job Application Form Template  
 TOOL: Job Application Screening Checklist Template  
 TOOL: Resume Screening Checklist Template  

 Interviewing  
o Interviewing Process Steps  
 TOOL: Phone Screen Template  
 TOOL: Interview Guide Template  

 Selecting  
o Selection Process Steps  
 TOOL: Reference Check Template  
 TOOL: Background Investigation Adverse Action 

Notification Letter Template  
 TOOL: Verbal Offer Script Template  
 TOOL: Written Offer of Employment Template  
 TOOL: Written Rejection Letter Template  
 TOOL: Verbal Rejection Script Template  

 On-Boarding (New Hire Orientation)  
o On-Boarding Process Steps  
 TOOL: Add/Change/Remove Form Instructions  
 TOOL: Add/Change/Remove Form Template  
 TOOL: On-Boarding Checklist for HR and Hiring 
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 TOOL: Setting Expectations Job Aid  

 Exiting (Voluntary)  
o Voluntary Exiting Process Steps  
 TOOL: Exit Interview Form Template  
 TOOL: HR Management Monthly Report Template  

 Exiting (Involuntary)  
o Involuntary Exiting Process Steps  
 TOOL: Involuntary Exit Guidelines 
 TOOL: Separation of Employment Memo Template  

Employee Relations 

 Managing Policies and Procedures  
o Company Policies and Procedures  
 TOOL: Employee Handbook Example and Template  

o Employment Law  
 Performance Management  

o Performance Evaluation Steps  
 TOOL: Performance Evaluation Form Example  
 TOOL: Performance Evaluation Form—Manager’s 

Instructions  
 TOOL: Performance Evaluation Form Template  
 TOOL: Performance Evaluation Job Aid  
 TOOL: Individual Development Plan Example  
 TOOL: Individual Development Plan—Manager’s 

Instructions  
 TOOL: Individual Development Plan Template  

 Career Development  
o Career Development Process Steps  
 TOOL: Career Path Example  
 TOOL: Individual Development Plan Job Aid  

 Coaching and Corrective Action  
o Corrective Action Process Steps  
 TOOL: Corrective Action Example  
 TOOL: Corrective Action Template  

 Health, Safety, and Ergonomics  
o Health, Safety, and Ergonomics Resources  

 

 
Training and Development 

 Assessment  
o Needs Assessment Process  
 TOOL: Needs Assessment Questionnaire Example  
 TOOL: Needs Assessment Questionnaire Template  
 TOOL: Needs Assessment Report Example  
 TOOL: Needs Assessment Report Template  
 TOOL: Training Plan Example  
 TOOL: Training Plan Template  

 Design  
o Design Process  
 TOOL: Class Outline Example  
 TOOL: Class Outline Template  

 Development  
o Development Process  
 TOOL: Instructor Guide Example  
 TOOL: Instructor Guide Template  
 TOOL: Class Agenda Handout Example  
 TOOL: Class Agenda Handout Template  
 TOOL: PowerPoint Slide Example/Template  
 TOOL: Participant Guide Example  
 TOOL: Instructor Preparation Guide Example  
 TOOL: Instructor Preparation Guide Template  

 Delivery  
o Delivery Process  
 TOOL: Implementation Plan Example  
 TOOL: Implementation Plan Template  
 TOOL: Training Schedule Checklist Template  

 Evaluation  
o Evaluation Process  
 TOOL: Class and Instructor Evaluation Example and 

Template  
 TOOL: Post Training Interview Example—Managers  
 TOOL: Post Training Interview Template—Managers  
 TOOL: Training Evaluation Report Example  
 TOOL: Training Evaluation Report Template  

 Maintenance  
o Maintenance Process  

Organizational Communication 

 The Paths of Organizational Communication  
 TOOL: Internal Communication Guidelines Template  

 Meetings  
o Meeting Management Guidelines  
 TOOL: Meeting Management Checklist Template  
 TOOL: Meeting Agenda Example  
 TOOL: Meeting Agenda Template  
 TOOL: Meeting Ground Rules Job Aid  
 TOOL: Meeting Parking Lot Job Aid  

 Written Communication  
 TOOL: Memo Template  
 TOOL: Information Memo Example  
 TOOL: Request Memo Example  

 E-mail Communication  
 TOOL: E-mail Etiquette Guidelines  

 Telephone Communication  
 TOOL: Telephone Etiquette Guidelines  

 Phone, Web, and Video Conferencing  
 TOOL: Phone, Web, and Video Conferencing 

Guidelines  
 External Media Communication  
 Crisis Communication  

o Crisis Communication Process  
 TOOL: Crisis Communication Plan Template  
 TOOL: Crisis Response Team Worksheet Template  
 TOOL: Crisis—Telephone Request Template  
 TOOL: Crisis—Media Inquiry Template  
 TOOL: Responding to the Media Guidelines Example  
 TOOL: Crisis Situation Categories and Sample Crisis 

Scenarios Template  

 

 




