
Recruitment 
and Hiring

Define job roles and responsibilities clearly for each position.

Develop effective job descriptions highlighting key qualifications and expectations.

Implement diverse and inclusive recruitment strategies to attract a wide talent pool.

Conduct thorough candidate screening, interviews, and reference checks.

Onboard new employees efficiently, providing necessary training and resources.

Employee 
Engagement 
and Retention

Foster a positive work culture that values employee well-being and satisfaction.

Conduct regular employee feedback surveys and engagement assessments.

Recognize and reward employees for their contributions and achievements.

Provide opportunities for career development, training, and growth.

Implement flexible work arrangements and initiatives to promote work-life balance.

Performance 
Management

Set clear performance expectations and goals aligned with organizational objectives.

Conduct regular performance reviews and feedback sessions with employees.

Provide constructive feedback, coaching, and support for performance improvement.

Recognize and reward high performers and address performance issues proactively. HR Compliance 
and Ethics

Ensure HR practices comply with legal requirements, labor laws, and regulations.

Maintain accurate employee records, contracts, and documentation.

Handle HR issues and disputes with confidentiality, fairness, and impartiality.

Uphold ethical standards and promote integrity in all HR processes and decisions.

Workplace Health 
and Safety

Implement and enforce workplace safety protocols and policies.

Conduct regular safety inspections and risk assessments.

Provide training on emergency procedures, first aid, and health hazards.

Promote a culture of wellness and mental health support among employees.

Training and 
Development

Identify training needs and design tailored learning programs for employee skill enhancement.

Provide ongoing training on compliance, diversity, inclusion, and safety topics.

Offer leadership development programs for aspiring and current managers.

Encourage continuous learning and professional development opportunities.

Compensation 
and Benefits

Design competitive compensation structures and salary scales based on industry standards.

Offer comprehensive benefits packages, including health insurance, retirement plans, and perks.

Conduct regular salary benchmarking and adjustments to ensure fairness and competitiveness.

Communicate compensation and benefits policies clearly to employees.
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