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HR Certification Programme

(AY : 2020-21, Duration 7 Days for 53 Hours)

Module 1: Fundamentals of Payroll Administration [ 7 HOURS]

This module enables you to perform payroll related calculations such as st
deductions, benefits calculation, IT calculation & CTC designing.

Calculation of Provident Fund Contribution

xCalculation of ESI Contribution
xCalculation of HRA

xLeave Management

xLeave Traveling Allowance
xlncome Ta x Calculation
XCTC Designing

xLeave Encashment

Module 1: Fundamentals of Payroll Administration : Continued [ 2 HOURS]

atutory

xBonus Calculation
xGratuity  Calculation
xOvertime  Calculation

PAYROLL FUNDAMENTALS EXCEL CALCULATIONS [ 3HOURS

Module 2: Payroll Manual (MS-Excel) [3 HOURS]

Payroll manual process will include the advance excel functions like V LOOK
etc.

xEmployee details

xAttendance & Leave management

xCalculation of different salary components (HRA, LTA, DA etc) as per CTC
xStatutory deduction

xGenerating Pay Slips

Module 4: Performance Management Systems

[7 HOURS ]

This module will enable you to understand the Meaning, Objectives and Process
Performance Management Systems including conducting a PMS Survey. The
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programme will enable you to systematically formulate and execute Strategic Role
Scorecards as a means of tracking, managing and maximizing the performance of
every employee in your organization.

xFundamentals of  Strategic PMS

xUnderstanding the  core of Performance Management Systems (PMS)
xConductinga PMS Survey in your organization

xObjectives of a sound PMS from an organization/employee perspective
XPMS vs. traditional performance appraisals

XThe PMS process

xRole of HR  in managing performance

ximportance of Role Scorecards in tracking employee performance
xComponents  of a Role Scorecard

xChecklist/Guidelines for each component of Role scorecard
xCalculation of individual scores across each component

xKey Performance Indicators

XRating Scale guidelines for each component

Module 4: Labour Acts [ 7 HOURS]

This module will enable you deal with the statutory compliances

xProvident Fund & Miscellaneous Provisions A ct, 1952
XEmployee State Insurance Act , 1948

xPayment of Bonus Act , 1965

xPayment of Gratuity Ac t, 1972

XEmployment Exchanges Act , 1959

xFactories Ac  t, 1948

xBombay Shops & Establishments Act , 1948

xSexual Harassment of Women at Workplace Act, 2013

FORM FILLING

Module 5: Training/ Learning & Development [4 HOURS]

This module will enable you to provide knowledge in a practical manner wi th the
help of contemporary tools & templates relevant to the Indian Industry. This wi I
ensure that you apply the same to your organization.

xldentifying  Training Needs
xDesigning of Training Calendar
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xDesigning Training Program

xCoordinating & Conductin g Training Program
xEvaluation  of Training Program

XTraining Feedback

Module 6: Employee Engagement [ 3 HOURS

This module will enable you understand and execute Employee Engagement
Activities in an effective manner.

xConcept of Employee Engagement
xImportanc e of Employee Engagement
XEmployee Engagement  Activities
xMeasuring  Employee Engagement

Module 7: HR Analytics Fundamentals[ 3 HOURS]

This programme will enable you to understand the fundamentals of HR Analytics

XWhat is HR Analytics?

ximportance and need of predictive HR analytic techniqu es

xVarious tools in HR Analytics: An overview

xAdvantages of MS Excel in HR Analytics

x*DUWQHUYTV $QDO\WLFV ORGHO

xCo-relation vs. Regression

xDifference Between Descriptive, Diagnostic, Predictive and Prescriptive Anal ysis

Module 8: Recruitment [ 3 HOURS]

This module will help you understand the process of Recruitment, prepare relevant
letters and also design an induction programme.

Concept of Recruitment

xProcess of Recruitment

xPreparing Job Description /Job specification
xDesigning Ads for Vacancies

xPreparing Appointment / Rejection Letters
xDesigning the  Joining & Induction Programme

Module 9: Policy formulation & Implementation [2 HOURS]

This module will enable you to frame different HR Policies as per organizations
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xUnderstanding the  meaning and importance of Policies

xUnderstanding the  guidelines  for creating the policies

xDifferent stages of policy formulation

xCreating HR Policies such as Attendance, dress code, code of conduct, leave,
recruitment, payroll etc.

xHow to implement  the policies in the organization

Module 10: Human Resource Scorecard FUNDAMENTALS [2 HOURS
xUnderstanding the role of HR as a Strategic Partner in the organization
xBenefits of the HR scorecard
xCreating an HR Strategy
xCreating an HR Scorecard

Note: Home Assignments : 7 hours (1 hour each day)

Timings: 10 to 6 pm each day
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Module: Performance Management Systems

Fundamentals of Strategic PMS

Understanding the core of Performance Management Systems (PMS)
Conducting a PMS Survey in your organization

Objectives of a sound PMS from an organization/employee perspective
PMS vs. traditional performance appraisals

The PMS process

Role of HR in managing performance

Importance of Role Scorecards in tracking employee performance
Components of a Role Scorecard

Checklist/Guidelines for each component of Role scorecard
Calculation of individual scores across each component

Key Performance Indicators

Rating Scale guidelines for each component

X X X X X X X X X X X X X

Module: Labour Laws Resource Person

xProvident Fund & Miscellaneous Provisions Act, 1952
xEmployee State Insurance Act, 1948

xPayment of Bonus Act, 1965

xPayment of Gratuity Act, 1972

xEmployment Exchanges Act, 1959

xMaternity Benefits Act, 1961

xFactories Act, 1948

xBombay Shops & Establishments Act, 1948

xSexual Harassment of Women at Workplace Act, 2013

Module: Fundamentals of Payroll Administration

xCalculation of Provident Fund Contribution
xCalculation of ESI Contribution
xCalculation of HRA
xCalculation of Leave Salary
xLeave Management

xLeave Traveling Allowance
xincome Tax Calculation

xCTC Designing

xLeave Encashment

xBonus Calculation

xGratuity Calculation

xOvertime Calculation

Module: Payroll Manual (Ms- Excel) Employee details

xAttendance management
xCalculation of different salary components (HRA, LTA, DA etc)
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xLeave records

xStatutory deduction

xCalculation on bonus, leave encashment, overtime etc.
xGenerating Pay Slips

Module: Policy formulation & Implementation

xUnderstanding the meaning and importance of Policies

xUnderstanding the guidelines for creating the policies

xDifferent stages of policy formulation

xCreating HR Policies such as Attendance, dress code, code of conduct, leave,
recruitment, payroll etc.

xHow to implement the policies in the organization

Module: Training and Development

xldentifying Training Needs

xDesigning of Training Calendar

xDesigning Training Program

xCoordinating & Conducting Training Program
xEvaluation of Training Program

xTraining Feedback

Module: Recruitment and Employee Engagement

xConcept of Recruitment

xPreparing Manpower Requisition Form

xPreparing Job Description

xDesigning Ads for Vacancies

xOVERVIEW of Job Portal

xCalling Script

xPreparing Appointment / Rejection Letters

xDesigning the Joining & Induction Programme

xPrepanng Job Tracker.

xPreparing Terms of Employment

xComparative Study of Recruitment Process Between Campus, Consultancy, IT
Companies & Manufacturing Companies

xConcept of Employee Engagement
ximportance of Employee Engagement
xEmployee Engagement Activities
xMeasuring Employee Engagement
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Module of Training Programme
On
HR Generalist




A comprehensive 6 day intensive and practical training programme on HR
Generalist.

Program would typically cover very important functions of the HR domain.

Module 1: Performance Management Systems [ Incl.PMS Survey and the PMS process]
Module 2:Training and Development

Module 3: Employee Engagement

Module 4: Policy formulation

Module 5: Labour Acts

Module 6: Fundamentals of Payroll Administration

Module 7: Manual Payroll

Module 8: Recruitment

PROGRAMME ITENARY:

DAY 1

Module 1: Performance Management Systems

This module will enable you to understand the Meaning, Objectives and Process of

Performance Management Systems including conducting a PMS Survey. The programme will
enable you to systematically formulate and execute Strategic Role Scorecards as a means of
tracking, managing and maximizing the performance of every employee in your organization.

.Fundamentals dtrategic PMS

xUnderstanding theore of Performance Management Systems (PMS)
xConducting @MS Surveyin your organization

xObjectives of a sound PMS from arganization/employeeperspective
xPMS vs. traditional performance appraisals

xThe PMS process

xRole of HR in managing performance

ximportance oRole Scorecardsn tracking employee performance
xComponentsof a Role Scorecard

xChecklist/Guidelinesfor each component of Role scorecard
xCalculation of individual scores across each component

xKey Performance Indicators

xRating Scale guidelinegor each component




DAY 2

Module 2: Training/ Learning & Development

This module will enable you to provide knowledge in a practical manner with the help of
contemporary tools & templates relevant to the Indian Industry. This will ensure that you
apply the same to your organization.

Identifying Training Needs

xDesigning ofTraining Calendar
xDesigningTraining Program

xCoordinating & Conductin g Training Program
xEvaluation of Training Program

xTraining Feedback

Module 3: Employee Engagement

This module will enable you understand and execute Employee Engagement Activities in an
effective manner.

Conceptof Employee Engagement
ximportance of Employee Engagement
xEmployee EngagemeActivities
xMeasuring Employee Engagement

Module 4: Policy formulation & Implementation

This module will enable you to frame different HR Policies as per organizations

xUnderstanding theneaning and importanceof Policies

xUnderstanding thguidelinesfor creating the policies

xDifferent stagesof policy formulation

xCreatingHR Policiessuch as Attendance, dress code, code of conduct, leave,
recruitment, payroll etc.

xHow toimplement the policies in the organization




DAY 3

Module 5: Labour Acts

This module will enable you deal with the statutory compliances and other HR Admin
responsibilities such as attendance management, Overtime claims, Time office etc through the
maintenance of forms & Reqisters as per different labor acts.

Provident Fund & Miscellaneous Provisions At, 1952

xEmployee State Insurance AGt1948

xPayment of Bonus Act 1965

xPayment of Gratuity Act, 1972

xEmployment Exchanges Act1959

xMaternity Benefits Act, 1961

xFactories Ad, 1948

xBombay Shops & Establishments Agt1948

xSexual Harassment of Women at Workplace Act2013

DAY 4

Module 6: Fundamentals of Payroll Administration

This module enables you to perform payroll related calculations such as statutory deductions,
benefits calculation, IT calculation & CTC designing.

xCalculation ofProvident Fund Contribution
xCalculation ofESI Contribution
xCalculation ofHRA
xCalculation ofLeave Salary
xLeave Management

xLeave Traveling Allowance
xincome Tax Calculation

xCTC Designing

xLeave Encashment

xBonus Calculation

xGratuity Calculation
xOvertime Calculation




DAY 5

Module 7: Payroll Manual (MS-Excel)

Payroll manual process will include the advance excel functions like V LOOKUP, H
LOOKUP etc

xEmployee details

xAttendance management

xCalculation of different salary components (HRA, LTA, DA etc)
xCTC designing as per grade®f employees and company policy
xLeave records

xStatutory deduction

xCalculation on bonus, leave encashment, overtinedc.
xGenerating?ay Slips

DAY 6
Recruitment

This module will help you understand the process of Recruitment , prepare relevant letters and
also design an induction programme.

xConceptof Recruitment

xPreparingManpower Requisition Form

xPreparinglob Description

xDesigningAds for Vacancies

xOVERVIEW of Job Portal

xCalling Script

xPreparingAppointment / Rejection Letters

xDesigning theJoining & Induction Programme

xPreparinglob Tracker.

xPreparingrerms of Employment

xComparative Study of Recruitment Process Between Campus, Consultancy, IT
Companies & Manufacturing Companies

Websitewww.hrexcellenceglobal.in

Follow us on Facebook: https://www.facebook.com/hrexcellenceglobal
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