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Themanagementof humancapitalin the new economyis a challengeall
businessprofessionaldace Within this Presentation,entrepreneurswill
develop an understanding of the diverse areas within the human
resources management such as the analysis planning staffing,

performance evaluation, compensation, training and development,
labour relations and employee safety. In addition, entrepreneurs will
develop an understanding of how cultural differences (not only
organizationalculture but also national culture [indigenous])impact the

organization



Humanresourcess a term usedto describethe individualswho comprise
the workforce of an organization,although it is also applied in labor
economicsto, for example, businesssectors or even whole nations
Humanresourcesds alsothe name of the function within an organization
chargedwith the overall responsibilityfor implementing strategiesand
policies relating to the managementof individuals (i.e. the human
resources)Thisfunctiontitle isoften abbreviatedto the initials'HR:



Definition” o

X Thereare manywaysto define HRplanning,or explainwhat it is, but the
following definitionswere foundto be veryrelevant

X What is human resources Planning?

x HR planning links people managementto the organization'smission,
vision, goalsand objectives,as well as its strategic plan and budgetary
resources A key goalof HRplanningis to get the right numberof people
with the right skills,experienceand competenciesn the right jobs at the
right time at the right cost

x Note the emphasisn linkageto strategicplanningandbusineslanning
In the first sentence, and the emphasison the arrangement and
alignmentof staff andemployeedn the lastsentence
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Businesdission,visionand Objective

Companypoliciesandprocedures

HumanResource8udget

Writing JobDescription

Recruitment,SelectiorandHiring

HumanResource$Software
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V OrganizatiorChart

V Authority Chart

V Grading& Compensations

V Trainingand Developments

V Performanceesvaluationsystem

V Kingdomof Bahrainlabor Law

V Encourag&mployed_oyalty
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Definingyour mission,vision and objectivesfrom day one of any
Businessis very important and accordinglyyou can select the
Humanresourceto achievehealthybusinessgyrowth.

DEBJECTIVE

DEBJECTIVE
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OBIECTIVE

VISION
MISSION CETECE WHAT WE
WHO WE ARE, OBJECTIVE WANT TO BE.
WHAT WE DO OBIECTIVE WHERE WE

WANT TO GO

(OBJECTIVE

OBJECTIVE
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HR policies vary considerablyfrom one organization to
another,dependingon the ageof the organization|ts size,
the nature of the workforce and the position, but here are
the mainpolicyareas

V Employee Handbook
V Recruitment Policy and Procedures

V Administration Policy and Procedures
V Compensation Policy and Procedures

V Disciplinary Policy and Procedures

V Performance evaluation Policy and Procedures



To work accordingto yearly budget in alliance with the
companyfinancialpositionandthats covers

V Manpower
V Payroll

V Staff benefits e.g. HRA, TRA, Air ticket, Health care ect

V General Expenditure e.g. office, computer ect
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Hidden costs to the company CTC

V MOHMedicalcontribution

V GOSI contribution

V LMRA Fees

V LeaveSalary

V Indemnity
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There is no "ideal" format for job descriptionsthat will work in every
situation. Butmostwidely usedformats containthe followingfive sections

JOB IDENTIFICATION

Job Title

Job Code

Department

Division

Immediate Supervisor (title).

JOB SUMMARY

job descriptionformat is known asthe "job summary' It is a brief narrative
picture of the job that highlightsits generalcharacteristicsThejob summary
shouldprovide enoughinformation to differentiate the major functionsand
activitiesof the job from those of other jobs.
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JOB DUTIES

This section is common to all job description formats. It represents a
summary of the duties and responsibilities associated with the job. The job
duties section should encompass those duties related to major performance
requirements. The information may be presented either in outline or
paragraph form.

ACCOUNTABILITIES

Once job objectives have been made clear and responsibilities and duties
have been defined, the incumbent is accountable to his or her superior for
success or failure in accomplishing these objectives. The section on
accountabilities" not only describes the end results achieved when job duties
are performed satisfactorily, but also mentions specific standards for
measuring performance. It is therefore particularly useful when preparing for
performance appraisal.
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JOB SPECIFICATIONS
Job specifications describe the specific job requirements in terms of

"compensable factors." This factor-by-factor breakdown of the job also
gives enough supporting data to select a particular level or degree for each
factor. During job evaluation, a point score is assigned and a wage rate or
salary level is set accordingly.

Because the job specification is used chiefly as the basis for rating jobs in
the job evaluation process, the factors selected depend upon what the
company has designated as "compensable factors" for all the jobs in the
organization.

The most important thing to remember is that all job descriptions within an
organization should follow the same format. Those individuals responsible
for writing them should receive similar instructions and follow the same
guidelines so that valid comparisons can be made among jobs.
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Recruitmentis the processof identifying the organizationneedsto employ
someone This consistsof a processesinvolved in making sure that job
holders have the right skills, knowledgeand attitudes required to help the
organizationto achieveits objectives Recruitingindividualsto fill particular
postswithin a businesscan be done either internally by recruitment within
the firm, or externallyby recruitingpeoplefrom outside

Where to find Job seeker

NewspapersAdvertisements Referral (Network)

Recruitmentsagencies Recruitmentsvebsites

University and Colleges/Career Fairs  Headhunting

15
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A sample selection plan

Applicationscreen
Officialdocumentreview
Interviews

Skill tests

Referencechecks

16
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Once a decision has been made to make an offer of employment, the
following proceduresshouldbe followed:

Preparean offer of employmentincludingthe position title and level, job
description,salary,benefits,startingdate, probationaryperiod, the length of
the employmentagreement,andanyother conditionsof employment

Bysigningthe offer, the new employeeindicateshis or her acceptanceof the
positionaccordingo the conditionsstatedin the offer.

Thesepapersmust be retainedin the S Y LJt 2 pe&&haeiile and a copy
providedto the employee

18
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Employmentin any companyhasto be done only after following certain guidelines
and one of the main rules in appointing an employeewill be to obtain his or her
consentto an employmentcontract

The basic requirements for an employment contracts

Employerandemployeename
Employeanformation (CPRNo. PassportNo. Addressetc
Dateof Join

Positionand Title

Placeof work

Salaryand Benefits
WorkingHours

Prorationperiod

Leaveentitlement

Endof Contract

Signatureof employer& employee

19
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To build solid data basethat companiescanuseto strengthand facilitate its

decisionprocess

V Cover all the employees requirements data reports
V Monitoring employees expiry documents such as visa, CPR, Passports et

V Ensuring the confidentiality of the employees information

V Payroll
V Cost/benefit analysi

Fettonal Detads

Emglopes 1D

Suname Arawocth
Fotename Jube

Othet Names

Known As Jube

Tihe Mrs

DOB/Age 20051979 ]

29 yeats 0 morths

Contact Detads

Date Contact Type Man
1170272008

OMale (® Female

Fecsonal Detad

NI Number

Mactal Status

Dependants
Nahonalty
Etherec Ongnt
Rebgon

Home Status

Addess
37 Shaiboune Lane London SW2 1CC 0207 021

cciznaic
Mamed
0

Branh

Rertng
[[] Disabled

Home Yei
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[ Adda. ][ update || Delete |
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Employece Details

Status: ¥

Post: )

Dept )

Loc

Service:0 years 3 months

Attendance Summary

BALsent: 0.00
MHoliday: 10.00 of 25.00
Book Record
Holiday Absence
Attendance Holiday
Record Card




Induction programmesare designedto enableemployeesto settle into the
organizationquicklyandperform at their best

[ Induﬁun
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lts the bestwayto visualizeand understandyour workforce

Director of
Human
Resources

Workforce Labor HR.
Devalopment Relations Adrministration

How to design diagram of organization Chart?

Benefit
Board/Benefit
Administration
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A diagram showing the hierarchical lines of authority and reporting line
within each department /division

,é%@\@

Brles
"One thing about questioning
authority — you're always sure
of getting an answer?!”
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Ensuringthat you are competitive in this area which is critical to your
businessesuccesandyour ability to retain competentemployees

ICEO %10 Expat G14 100 800 600 Applicable Applicable 100 Applicable Applicable N/a
Group General Manager %10 Expat G13 100 600 600 Applicable Applicable 100 Applicable Applicable N/a
Executive
IA General Manager %10 Expat G12 50 300 300 Applicable Applicable 60 Applicable Applicable N/a
Manager %10 Expat G11 40 250 165 Applicable Applicable 40 Applicable Applicable N/a
Assitant Manager %10 Expat G10 30 200 165 N/a N/a 40 N/a N/a N/a
Officers %10 Expat G9 30 75 165 N/a N/a 40 N/a N/a N/a
Professional
Sinor Clerk %10 Expat G8 20 75 150 N/a N/a 30 N/a N/a N/a
Clerk %10 Expat G7 10 50 N/a N/a N/a N/a N/a N/a N/a
Technicians %7 Expat G6 10 15 N/a N/a N/a N/a N/a N/a Applicable
Heavy Drivers %5 Expat G5 5 15 N/a N/a N/a N/a N/a N/a Applicable
Skilled (Operator %5 Expat G4 5 15 N/a N/a N/a N/a N/a N/a Applicable
Light Driver %5 Expat G3 5 15 N/a N/a N/a N/a N/a N/a Applicable
Skilled Helper %3 Expat G2 5 15 N/a N/a N/a N/a N/a N/a Applicable

How to prepare Grading and employee binifite?
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In choosingan appraisalsystem,HRprofessionalshouldconsidertheir own
organization'sneedsfor performanceappraisal Key considerationsare (1)
whom the companyshouldevaluate,and (2) what criteria shouldbe usedto
evaluate

It Is a critical part of any successfulcompany Employeereviews hold
employeesaccountabl€or their performanceand keepmanagersabreastof
employeeneedsand satisfactionlevels

Career Development Program

25


http://www.explorehr.org/articles/Career_Management/Career_Development_Program.html
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Training& Developmentfunction is to achievethe companymission,vision
andits objectives

What are the key organisational

goals / objectives? . .
What skills and competenciesare

. . required to meet the business objectives?
What skills does the organisation

need to have in the future?

Training Needs

Analysis

What courses are available to What are current
close training gaps? capabilities of employees?

How are we going to know we have Formulate company and individual
successfully closed training gaps training plans
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The LabourLaw for the Private Sector,1976 Promulgatedby AMIRIDECREE
LAWNOQ. 230F1976

Highlights on Labour law.

27



Encourage EmployeeiliGyalyg

Regardlessf whetheryou run a smallbusinesswith a handfulof employees,
or a corporationthat employsthousands,one of your greatestassetswill be

the loyalty and devotion of your employees However,employeeloyalty is

not somethingthat will endure unlessthere are some specificefforts made
to keepit aliveandthriving. Hereare a few ideason how you caninspireand

grow employeeloyaltyin your company

Extendrespectto eachandeverypersonin your organization

Communicationsimportant to build the relationship
Acknowledging employee loyalty in several manners

When circumstances allow, reward people for a job well done

Never forget that an increase in employee benefits can help to inspire employee
loyalty
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6 Thank You !9

We look forward to hearing from you




