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— Course Information

Course Overview Education Partner
HR Administrators often function as the first point of contact for employee Established in 1996, The CPD
enquiries and requests. This course provides a 'best practice’ approach to Certification Service is the
the key administrative activities and their application in your organisation. Corporate independent CPD accreditation
The Course Director will provide you with the insight, knowledge and skills ( P D Member centre working across all sectors,
to manage potentially sensitive issues and situations with tact, discretion ~—- disciplines and further learning
and confidence. The GPD CertificationService 40 lications and supports policies
of institutional and professional
Gain an overall understanding of Human Resources as it relates to an organisations globally.
organisation’s goals and strategic objectives. Prepare for the changes the (“ [ § r CPD is the term used to describe the learning activities
Fourth Industrial Revolution (4IR) will bring to your organisation, by ‘- ) professionals engage in to develop and enhance their
understanding exactly what they will mean in your industry CERTIFIED _pilities and keep skills and knowledge up-to-date. This
The CPP Cemification  -ourse is an accredited Continuing Professional

Development (CPD) training which means it meets CPD
standards and benchmarks. The learning value has been
scrutinised to ensure integrity and quality.
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—— Course Information

On This Course You Will:

e Deliver a high level of service to both the operational HR team and the wider
business

e Design and implement effective HR procedures and administrative systems
to support business needs and deliver business results

e Provide administrative support concerning employee matters, ensuring
alignment with company values and goals

e Implement all employment related processes including recruitment,
selection, training, sickness etc.

e Develop your interpersonal communication skills so that you can
successfully deal with difficult situations

Who Should Attend

This course is especially designed and developed for HR professionals requiring
specialised knowledge and skills. The course is intended for individuals who are
either new or have little experience in HR, but have a keen interest in developing
a career in the Human Resources profession. HR Administrators and Assistants
will certainly benefit from attending the course.

Requirements and Certificates

Delegates must meet two criteria to be eligible for an Informa Connect
Academy (ICA) Certificate of Completion:

e Satisfactory attendance - Delegates must attend all sessions of
the course. Delegates who miss more than 2 hours of the course
sessions will not be eligible to sit the course assessment

¢ Successful completion of the course assessment -
Assessments will be ongoing and based on in-class participation
and activities

Delegates who do not meet these criteria will receive an ICA Certificate
of Attendance. If delegates have not attended all sessions, the
certificate will clearly state the number of hours attended. In-person
delegates will receive a printed (or hard copy) certificate and digital
delegates will receive a soft copy.

Course schedule

The course will commence at 9:30 and end at 16:30 GST (GMT+4).
There will be short refreshment breaks and an hour-long lunch break at
12:45.

X
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— Meet Your Course Director

Agnes Mouawad w

(SHRM-SCP, KPI-P, BSP), Senior Consultant
and Member in the Society for Human
Resources Management (SHRM)

Agnes, Senior Consultant, oversees a wide range of services mainly in human resource
management, human resource restructuring, organisational design, strategy formulation and
management, and performance management services.

She is a SHRM-SCP certified by the Society for Human Resources Management, which
enables her to manage effectively a number of HR projects, including planning, documenting
and implementing the recruitment, training and retention of talent processes as well as
performance management and workforce planning processes.

Agnes has also worked on multiple projects across a range of different industries such as
contracting, healthcare, FMCG retail, aviation, printing, and media.

Agnes regularly provides public and in-house trainings on the Balanced Scorecard and KPI-
Professional Certificate Programmes, SHRM Master's courses, HR Skills and performance
management. As such, she recently trained many public sector employees from the Saudi
Government on Key Performance Indicators and Performance Management in line with
Kingdom of Saudi Arabia Vision 2030.

Educations and certifications:
e (Certificate in Society for Human Resources Management - Senior Certified Professional
(SHRM-SCP certification)
e (Certificate in Key Performance Indicators Professional (KPIP) - Balanced Scorecard
Institute and George Washington University
e (ertificate in Balanced Scorecard Professional - Balanced Scorecard Institute and George
Washington University
e Master in Industrial Technology - Saint Joseph University
Bachelor degree in Life Science - Saint Joseph University
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— Course Qutline

Module One

The Role of HR Administration in Your Organisation
The role and scope of HR in the organisation

HR department structure

HR functions and range of activities

HR practices, responsibilities and objectives

Bringing Creativity to the HR Administration Role
e (Creating an awareness of your company’s vision, mission
and values
e Preparing for the changes the 4IR will create
e (reating a culture of trust

Practical Exercises

Advantages and Disadvantages of HR Systems
e Manual for 5 - 30 people
e Oracle
e SAP

Practical Exercises

Developing a “Can Do"” Attitude for Your Customers
e How to give your customers what they want
e Selling the benefits of an HR department
e Seeing the larger impact of your role and being a role
model
e Reconciling disputes: roles, rights and resources

Practical Exercises

Summary and Questions

www.informaconnect.com/academy _register-mea@informa.com

Module Two

The Stages of Recruitment and Record Keeping
It is important to get recruitment right as it is the people who will
make or break your organisation

Stage One: Why Should Anyone Want to Work for Your
Organisation?

e How/where to find the best people

e Your image and using it to attract business

e Getting involved in recruitment fairs and sixth form colleges

Practical Exercises

Stage Two: Job Analysis
e Planning and conducting the job analysis
e Developing job descriptions and job specifications
e Uses and application of job analysis information

Practical Exercises

Stage Three: Things to Do Before and During the Interview
e (CVs, application forms, person specifications
e Selecting and administering selection tests
e Processing applications and short-listing candidates

Practical Exercises

Stage Four: Interviewing Skills
e Developing guidelines for successful interviewing
e How to prepare
e Using WASP to get you started
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— Course Qutline

Questions to ask/avoid
Recording your options

Practical Exercises

Stage Five: Record Keeping for Recruitment

Engagement procedures: contracts of employment and written
particulars,

references, induction, checklists

Maternity procedures: maternity leave and pay

Termination: notice periods, termination reports, exit
interviews

Practical Exercises

Tracking Key Internal HR Records

Application form

Offer of appointment letter
Medical reports

Copies of certificates/qualifications
Security-check reports

Acceptance of offer letter
Promotion letters

Staff reports/appraisal forms
Disciplinary correspondence
Salary increment forms
Appeals/petitions

Requests and responses regarding special leave
Change of name documents
Personal/service record card
Retirement notifications

Practical Exercises

Summary and Question

www.informaconnect.com/academy
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Module Three

Orientation, Training and Performance Appraisal

Orientation
e When should it be done and by whom?
e Documents to give out during orientation
e Cultural awareness training

Practical Exercises

Carrying Out Training Administration
Linking training to your business plan
e Training process and methods
Coordination of training

Training evaluation and training plans

Practical Exercises

Developing Training Databases and Building a Resource
Library

e Setting up a trainer database

¢ Building relationships with training consultancies

e Setting up and managing budgets for a resource library

Practical Exercises

Performance Appraisal

e Administering the performance appraisal process

e Methods for appraising performance

e How to do a fair appraisal when bonus and increments are
linked

e Problems of performance appraisal

e Clarifying employee rights - where equal opportunities and
discrimination fit in
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— Course Qutline

Practical Exercises How to Use Feedback to Create Awareness and Growth
e Giving and receiving constructive feedback

e How to give developmental feedback

e Measuring your success

General Record Keeping
e Maintaining records, systems and libraries
e Security, confidentiality and access to records
e Understanding the audit role in record keeping Practical Exercises
e How to prepare updated reports
Emotional Intelligence (EI) and How to Use It to Give A
Practical Exercises Great Service - Questionnaire

Summary and Questions The Power of Positive Thinking
e Handling conflict to achieve win-win outcomes

Module Four e How to motivate yourself and others

e Raising your profile and adding value in a climate of change

Developing Interpersonal and Communication Skills

Practical Exercises
Effective Face-To-Face Communication How HR can make Hybrid working successful
e Interacting confidently and positively with others e Developing specific procedures/policies
¢ Using listening and questioning effectively e Providing specific training to minimise communication and
e Increasing your visibility in the organisation technical difficulties
e How to project the image of HR e Measure effectiveness or otherwise of the new ways of
working
Practical Exercises
Practical Exercises

Developing Interpersonal Communication Skills in HR
¢ Understanding what makes people who they are.
e How to adjust your messages to suit different personality
types
e Using the “Personality Triangle” to improve relationships
Building/maintaining great relationships

Developing Resilience
e Know where you are going and how to get there
e Seeing Change as a positive
e Understanding the power of Self-belief

Practical Exercises

Practical Exercises
Summary and Questions
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Certificate in HR Administration

Attend In-Person Attend Live Digital

US$ 5,445 US$ 3,025

Pricing excludes 5% VAT, charged where applicable.

To Register Click Here

For Special Offers And Discounts:

Call: +971 55 176 0524
Email: MEenquiries@informa.com
Visit Website: www.informa-mea.com/training/special-offers

Want To Run This Course In-Company?

Call: +971 4 407 2624
Email: cts@informa.com

ABOUT INFORMA CONNECT ACADEMY

Informa Connect Informa Connect Academy is a premier provider of global education and

training solutions that caters to a diverse range of professionals, industries,
Aca d e I I | and educational partners. We are dedicated to promoting lifelong learning

and are committed to offering learners expert guidance, training, and

resources to help them stay competitive in a rapidly changing world.

Our comprehensive range of courses and programmes are tailored to meet the needs of all professionals,
from aspiring specialists to seasoned experts. We partner with elite academic organisations and industry
leaders with unmatched expertise in their respective fields to deliver an exceptional learning experience.

ABOUT PRICING AND DOCUMENTATION
Pricing excludes 5% VAT, charged where applicable.

Course fees include documentation, luncheon and refreshments for in-person learners.
Delegates who attend all sessions and successfully complete the assessment, will receive a
Informa Certificate and any applicable partner certificates. A hard copy will be provided to
in-person learners and a soft-copy will be provided to virtual learners.

AVOID VISA DELAYS - BOOK NOW

Delegates requiring visas should contact the hotel they wish to stay at directly, as soon as
possible.

Visas for non-GCC nationals may take several weeks to process.

REGISTRATION, PAYMENTS AND CANCELLATION

All registrations are subject to our terms and conditions which are available at
www.informa-mea.com/terms. Please read them as they include important information. By
submitting your registration, you agree to be bound by the terms and conditions in full. All
registrations are subject to acceptance by Informa Connect which will be confirmed to you
in writing.

A confirmation letter and invoice will be sent upon receipt of your registration. Please note
that full payment must be received prior to the course. Only those delegates whose fees
have been paid in full will be admitted to the course.

For full cancellation details, please visit https://informaconnect.com/terms-of-use/

All cancellations must be sent by email to register-mea@informa.com marked for the
attention of Customer Services Cancellation. Due to unforeseen circumstances, Informa
Connect reserves the right to cancel the course, change the programme, alter the venue,
speaker or topics. For full details, please visit www.informaconnect.com

HUMAN RESOURCES

© Copyright Informa Middle East Ltd
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