
CONTENTS IN BRIEF: 

Section 1-Introduction to Human Resources Management 

Section 2-Job Analysis and Design 

Section 3-Human Resource Planning 

Section 4- Recruitment 

Section 5-Selection  

Section 6- Different Job Portals/Basic Check   

Section 7- Training and Development 

Section 8- Induction /Employee Training  

Section 9- Performance Appraisal 

Section 10- Human Resource Audit 

Section 11 -Human Resource Accounting 

Section 12-Remuneration and Compensation 

Section 13- Disciplinary Procedure 

Section 14 -Employee Turnover 

Section 15-Labour laws and Statutory Compliance 

Section 16-Employee Engagement and HR Branding  

Section 17- Quality of Work Life 

Section 18-Quality of Circle in HRMS 

Section 19-Employee Grievances 

Section 20 Business Emails  

Section 21-Ethical Issues in Human Resource Management 

Section 22- Employee Benefits 

Section 23-HRM Policy and Procedure 

Section 24-HR Skills 

Section 25-Factors effecting On employee Behaviour 

Section 26-Performance and Reward 

Section 27-Emloyee Relations 

Section 28- Employee Well being 

Section 29-International HRM 

Section 30-The Practice International HRM 



Section 31-Managing Expatriates 

Section 32-A Guide to Payroll Processing in India 

Section 33-What is the India Payroll System? 

Section 34 -Salary Components in India 

Section 35-Leave and Attendance Management 

Section 36- Gratuity 

Section 37-Mandatory Payroll Taxes and contribution in India 

Section 38-Bonus,Overtime 

Section 39-Analysis Components of Payslip 

Section 40- A Guide to Payroll Management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section 1-Introduction to Human Resources Management 

Day 1-1-Introduction 

2-Meanining of Human Resources 

3-Uniquences of Human Resources 

4-Definition of HRM  

5-Objectives of HRM 

6-Scope of HRM 

7-Functions of HRM 

8-HRM as a Profession 

9-Future Role of HRM 

10-Qualities of an HR Manager 

Section 2-Job Analysis and Design 

Day 2   

11 -Introduction 

12-Fetures of Job Analysis 

13-Importance of Job Analysis 

14-Goals of Job Analysis 

15-Job Analysis Process 

16- Techniques of Data Collection in Job Analysis 

17-Job Description 

18-Job Specification 

19-Challenges affecting the effectiveness of Job Analysis 

Day3 

20-Critical Components of Job Design 

Section 3-Human Resource Planning 

 21- Introduction 

22-Characteristics of Human Resource Planning 

23-Significance of Human Resource Planning 

24-Factors effecting of Human Resource Planning 

24-HRM Process 

25-Requirments of HRM Planning 



Day 4 

26-Benefits of HRM 

27-Barries of HR Planning process 

Section 4- Recruitment 

28-Introduction 

29-Defination of Recruitment 

30-Features of Recruitment 

31-Recruitment in Organization 

32-Life cycle of Recruitment Process 

33-Recruitment in Sourcing 

34-Recruitment Practices in India 

 

Section 5-Selection 

Day 5  

35-Introduction 

36-Difference between Recruitment and Selection 

37-Phases of Selection Process 

38-Employment Application Form 

39-Selection Tests 

40-Selection in Interview process 

41-Strategy for an Effective Interview Process 

42-Weaknesses of Interview Method 

43-Reference check 

44-Physical Examination 

45-Job Offer 

45-Selection Process in Recruitment 

Section 6- Different Job Portals/Basic Check   

Day 6 

46-Common Job Portals 

47-Boolen Search 

48-Social Media Sourcing 



49-Linkedin 

50-Job Portals 

51-HR/Preliminary Screening 

52-Common Assessment tests 

53-Decision ,Negotition and job Offer 

54-Background check 

55-On boarding 

56-Common Terminologies 

57-Challenges in Recruitment 

58-Case Study-Google 

Section 7- Training and Development 

   Day 7 

59 -Self Assessment 

  60-Meaning 

    61-Introductional System Design (ISD) 

        62-ADDIE Model 

          63-Analyse Meaning 

       64-Analyse-WHY? 

       65-Analyse-What? 

     66-Analyse-Who? 

  67-Analyse-Where? 

 68-Analyse-When? 

69-Analyse-How? 

70-Analyse-How much 

71-Desgin 

72-Blooms Taxonomy 

Day 8 

73-Session Plan 

74-Develop 

75-Tips of presentation 

76-Implement  



77-Traning Aids 

78-Evualate 

79 -Common Terminologies 

80-Case study Presentation 

81-Common Tools for Virtual Training (Article) 

82-Tips of Out Bound Training (Article) 

83-Live Project (Assignment) 

Section 8- Induction /Employee Training  

Day 9 

84-Introduction 

85-Siginifance of Employee Training 

86-Assesing Training needs 

87-Scope of Training 

88-Steps in employee Training Process 

89-Methods of Training 

90-Audio Visual aids of Training 

91-Evaluation of a Training Programme 

92-Effects to be Measured in Training 

93-Issues in Training 

94-Conditions necessary for an Effectiveness of Training Programme 

Section 9- Performance Appraisal 

Day 10 

94- What is Performance 

95-Performance Appraisal 

96-History & Origin of performance Appraisal 

97-Objectives of Performance Appraisal  

98-Benefits of Performance appraisal  

99-Performance Appraisal Process 

100-Performance Appraisal Rating factors 

101-Traditional Methods of Performance Appraisal 

102-Modern methods of Performance Appraisal 



Day 11 

1 -360 Degree Performance Appraisal 

2-How to get best performance appraisal from your Manager? 

3-Performance Appraisal at Pepsi-Cola International 

4-Potential Appraisal 

5-Performance counselling  

Section 10- Human Resource Audit 

Day 12 

6-Concpet of Human resource Audit 

7-Defination 

8 -An  Audit 

9-Objectives and benefits of human Resource Auditing 

Section 11 -Human Resource Accounting 

10-what is Human resource Accounting 

Day 13 

11-Methods of Human Resource Accounting 

12-Outsourcing and Crowdsourcing 

13-Employeer Branding 

14-Temping or Temporary Staffing 

15-Attrition 

16-Call centres 

17-Exit Interviews 

18-Strees Management 

19-Balanced Score card 

20-Competency Mapping 

21-Human Resource Benchmarking 

22-Employee Absenteeism 

Section 12-Remuneration and Compensation 

Day 14  

23-Meaning of Remuneration and Compensation (Article) 

24-Current Trend-ESOPS 



 

25-Components of salary 

26-Tax Deduction of source (TDS) 

Section 13- Disciplinary Procedure 

Day 15 

13- Disciplinary Procedure (Article) 

14-Handiling Difficult conversations (Article) 

Section 14 -Employee Turnover 

16-Employee Turnover 

17-Reasons for Employee Turnover 

18-Minimizing Employee Turnover 

19-Signs that your Employee Turnover is Too high 

20-it costs how much to replace an employee  

Section 15-Labour laws and Statutory Compliance 

Day 16 

21-why need to very strong in labour laws 

22-Basic of Legal 

23-Common Legal Terminologies which everyone should know (Article) 

Section 16-Employee Engagement and HR Branding  

 

24- Introduction 

25-The Meaning of Employee Engagment 

25-The Theory of Employee Engagement 

Day 17 

26-Components of Employee Engagement 

27-Drivers of Employee Engagement 

28-Outcome of Employee Engagement 

29-Enhancing of Employee Engagement 

30-Enhancing job engagement 

31-Bebin Team Roles(Article) 

32-Burnout 



Day 18 

33-Measures engagement 

34-Case study-Google 

35-case study-Google 

Section 17- Quality of Work Life  

36-Hours to work and quality of work 

37-Improvement of the quality of work 

38-Flexiability of working hours 

Section 18- Quality of Circle in HRMS 

Day 19 

39-what is Quality circle in HRMS 

40-Problem solving tools used by Quality circles 

41-Brain storming 

42-Partero Analysis 

43-Cause and effect diagram or fish bone diagram 

Section 19-Employee Grievances 

44-Introduction 

45-Characteristics of Grievances 

46-Sources of Grievances 

Day 20 

46-Techniques of Grievances 

47-Identification 

48-The Grievance Procedure 

49-Essential of Good grievance Procedure 

50-Benefits of Grievance Redressal Procedure  

51-Statutory Provisions  

52-Grievance Redressal procedure in India 

53-The model Grievance Procedure 

Section 20 Business Emails  

Day 21 

54-Meaning and importance of Email Etiquettes 



55-Email Structure 

56-How to write emails Effectively 

57-Common Phrases 

58-Common observations 

59-Email Marketing 

Section 21-Ethical Issues in Human Resource Management 

Day 22  

60-Introduction 

61-Types of Ethics 

62-Ethics in Human Resource Management 

63-Factors Effecting ethical behavioural at work  

64-Role of HRM in development of Ethical Behaviour 

65-International business Ethics 

66-Organizational on Ethical issues 

67-Ethical Dilemma in Global wages Payment 

Section 22- Employee Benefits 

Day 23 

68-Employee Benefits Introduction  

69-Statutory Or mandatory Employee Benefits 

70-40 1(K) Plan Retirement benefits (USA) 

71-Top 5 Retirement Planning  

72-Volunteery Benefits 

Section 23-HRM Policy and Procedure 

Day 24  

73-HR Policies 

74-HR Procedure 

75-HR Information systems 

76-Employment laws 

Section 24-HR Skills 

Day 25 

77-Strategic skills 



78-Business Skills 

79-Problem solving skills 

80-Analytical and critical skills 

81-Research skills 

82-Statistical skills 

83-Selection interviewing skills 

84-job role and Skills analysis and competency model 

Day 26 

84-Learning and development  

85-Negotiating Skills 

86-Leading and facilitating change 

87-Leadership skills 

88-Influencing skills 

89-Handlining people problem 

90-Managing conflict 

91-Political skills 

Section 25-Factors effecting  On employee Behaviour  

Day 27 

92-Motivation 

93-Commitment 

94-Employee Engagement 

Section 26-Performance and Reward 

95-Performance Management 

96-Reward Management -Strategy and systems 

97-The practice of reward Management 

98-Managing reward for Special Groups 

Section 27-Emloyee Relations 

Day 28 

99- Strategic Employee Relations 

100-The Employment Relationship 

101-The Psychological Contract 



102-The Practice of industrial Relations 

103-Employment voice 

104-Employee Communication 

Section 28- Employee Well being 

1-Introduction 

2-Reasons of concern 

Day 29 

3-The work Environment 

4-Managerial behaviour 

5-Work life Balance 

6-Managing  Stress 

7-Sexual Harassment 

8-Bullying 

9-Services for Individuals 

10-Group Employee services 

 

Section 29-International HRM 

11- 1Introduction 

12-- The International Scence 

Day 30 

13-International HRM Strategies 

14-Contextual factors 

15-Convergence and Divergence 

Section 30-The Practice International HRM 

16-Introduction 

17-Workforce Planning 

18-Resourcing 

19-International Talent Management 

20-International performance Management 

21-Reward Management 

22-Multicultural working  

23-Role of Internation HR Function 



Section 31-Managing Expatriates 

Day 31 

24-Introduction 

25-Why use Expatriates 

26-RoI on international assignments 

27-The Process of managing Expatriates 

28-Resourcing Polices 

29-Recruitment and Selection 

30-Preparation and Policy 

31-Assimilation and Support 

32-Carrer Management 

34-Performance Management 

35-Re Entry Polices 

36-Pay and allowance Polices  

Section 32-A Guide to Payroll Processing in India 

Day 32 

37-What is Payroll 

38-what is Payroll Processing 

39-How can you calculate Payroll in India 

40-Payroll calculate formula in India 

41-Steps of Payroll Processing 

42-Payroll filling forms 

43-Conclusion 

Section 33-What is the India Payroll System? 

Day 33  

45-What is the Indian Payroll Systems? 

46-Establishing a Legal presence 

47-Alterntive to setting up your own legal Entity 

48-Set up payroll system and processes 

49-Impliment statutory compliance 

50-Establish Employee Benefits 

 



Day 34 

51-Draft Employment Contracts 

52-Employee Onboarding 

53-Manage Taxation Social security 

54-Ensure Data Privacy and Security 

55-Get expert Guidance and Local support 

Section 34 -Salary Components in India 

Day 35 

56-Salary structure in India 

57-Types of salary 

58-Salary Components in India 

 

Section 35-Leave and Attendance Management 

Day  36 

59 -Introduction 

60-How can an Attendance and Leave Management system Help HR Managers? 

61-what are the Features of a Leave and Attendance Management system 

62-How does an Attendance and Leave Management system Work? 

 

Section 36- Gratuity 

Day 37 

63-Meaning and Definition of Gratuity 

64-What is Gratuity 

65-who is eligible for Gratuity 

66-How Gratuity is calculated 

67-what is Gratuity Act 

68-How much Gratuity will I get after  5 Years 

69-Is the Gratuity amount Taxable 

70-How to check Gratuity status online 

Section 37-Mandatory Payroll Taxes and contribution in India 

Day 38 

71-Introduction 



72-What is ESI 

73-What is Employee Provident Fund (EPF) 

74-What is Employee Pension Scheme (EPS) 

75-Employess Income Taxes 

76-Employee cost calculator 

77-Key elements  of Payroll in India 

78-How to set up Payroll in India 

 

Day 39 

79-Internal Payroll 

90-Local Payroll outsourcing 

91-Global payroll Outsourcing 

92-How to administer Payroll in India before Entity 

Section 38-Bonus,Overtime 

Day 40 

93-What is Bonus 

94-Types of Bonus Components 

95-Importance of giving Bonus 

96-Merits of Bonus 

97-Demerits of Bonus 

98-Examples of Bonus 

Section 39-Analysis Components of Payslip 

Day 41  

99-Analysis of Payslip 

100-Components of Payslip 

101-Understanding of Payslip, How to download it 

Section 40- A Guide to Payroll Management 

Day 42 

102-What are the Stages to Processing Payroll? 

103-Prepayroll Activities 

104-Actual Payroll Process 

105-Post Payroll Process 



Day 43 

106-Challenges in Handling Payroll Management Process 

107-Various Methods Available to do Payroll for Your Business 

108-Best payroll software for your Organisation’ 

Day 44 

109- Cloud Based Software over on premise solutions 

110-Ability to Access the Data at Any time and from Anywhere 

11-Advantage over the Inherent limitations  

Day 45 Self Assessment : 

 

• Case Study 

• Quiz 

• Case Study Google 

• Live Project 

 

 

 

 

 

 

 

 

 

 

 

 

                                                 

 

 

 

 

 

 



 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

4 

 

 

 

 

 

 

 

 

 


