
Human Resources Management Cheat Sheet
A quick reference guide to key concepts, processes, and best practices in Human Resources Management, covering topics from recruitment and

training to performance management and legal compliance.

Recruitment and Selection

Training and Development

Performance Management

Key Recruitment Steps

1. Identify the Need:

Define the job requirements, skills, and experience

needed.

2. Write the Job Description:

Create a clear and detailed job description outlining

responsibilities and expectations.

3. Source Candidates:

Utilize various channels like job boards, social media, and

employee referrals.

4. Screen Resumes:

Filter applications based on qualifications and experience.

5. Conduct Interviews:

Assess candidates’ skills, cultural fit, and motivation

through structured interviews.

6. Perform Background Checks:

Verify information provided by candidates.

7. Make an Offer:

Extend a formal job offer with details on compensation

and benefits.

8. Onboarding:

Integrate the new hire into the company culture and

processes.

Effective Interview Techniques

Behavioral

Questions

Focus on past behavior to predict future

performance. Example: “Tell me about a

time you failed. What did you learn?”

Situational

Questions

Present hypothetical scenarios to assess

problem-solving skills. Example: “What

would you do if you disagreed with your

manager on a project?”

Technical

Questions

Evaluate specific skills required for the

role.

STAR

Method

Situation, Task, Action, Result – a

structured approach to answering

behavioral questions.

Panel

Interviews

Multiple interviewers provide diverse

perspectives.

Sourcing Strategies

Internal Job Postings: Promote opportunities to current

employees.

Employee Referrals: Encourage employees to refer

qualified candidates.

Job Boards: Utilize platforms like LinkedIn, Indeed, and

Glassdoor.

Social Media: Engage with potential candidates on

platforms like LinkedIn, Twitter, and Facebook.

Recruiting Agencies: Partner with agencies to find

specialized talent.

Training Needs Assessment

A training needs assessment identifies the gap between

current employee performance and desired performance.

It typically involves these steps:

1. Identify Business Goals: Understand the organization’s

strategic objectives.

2. Analyze Performance Data: Review performance

reviews, metrics, and key performance indicators (KPIs).

3. Survey Employees: Gather feedback on skills gaps and

training needs.

4. Conduct Interviews: Talk to managers and employees

to identify specific training requirements.

5. Analyze Skills Gaps: Determine the specific skills and

knowledge areas where training is needed.

Training Methods

On-the-Job

Training (OJT)

Training provided in the workplace

while performing job duties.

Classroom

Training

Traditional training delivered in a

classroom setting.

E-Learning Online training modules and courses.

Mentoring Pairing employees with experienced

mentors for guidance and support.

Coaching One-on-one guidance to improve

performance.

Developing a Training Program

1. Define Learning Objectives:

Clearly state what participants should be able to do after

the training.

2. Select Training Methods:

Choose the most effective methods to achieve the

learning objectives.

3. Develop Training Materials:

Create engaging and informative content.

4. Implement the Training:

Deliver the training program.

5. Evaluate the Training:

Assess the effectiveness of the training and make

improvements.

Key Components of Performance

Management

Goal Setting:

Establish clear and measurable objectives.

Performance Appraisals:

Regular evaluations of employee performance.

Feedback:

Provide constructive feedback to employees.

Performance Improvement Plans (PIPs):

Develop plans to address performance issues.

Recognition:

Acknowledge and reward good performance.

Conducting Effective Performance Appraisals

Prepare in

Advance

Review the employee’s job

description, past reviews, and recent

performance data.

Provide Specific

Examples

Use specific examples to illustrate

strengths and areas for

improvement.

Focus on

Behavior

Concentrate on observable

behaviors rather than personal traits.

Be Honest and

Constructive

Provide honest feedback in a

constructive manner.

Set Goals for the

Future

Collaboratively set goals and create

a development plan.

Performance Appraisal Methods

360-Degree Feedback:

Feedback from supervisors, peers, subordinates, and

customers.

Management by Objectives (MBO):

Employees and managers set measurable goals together.

Behaviorally Anchored Rating Scales (BARS):

Rating scale with specific behavioral examples.

Forced Ranking:

Employees are ranked against each other.
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Employee Relations and Legal Compliance

Key Employee Relations Practices

Conflict Resolution:

Address and resolve conflicts promptly and fairly.

Communication:

Maintain open and transparent communication channels.

Employee Engagement:

Foster a positive and engaging work environment.

Fairness and Consistency:

Treat all employees fairly and consistently.

Grievance Procedures:

Establish a formal process for employees to voice

concerns.

Legal Compliance in HR

Equal Employment

Opportunity (EEO)

Ensure fair hiring and

employment practices

without discrimination.

Fair Labor Standards Act

(FLSA)

Regulate minimum wage,

overtime pay, and child labor

laws.

Family and Medical

Leave Act (FMLA)

Provide eligible employees

with unpaid leave for family

and medical reasons.

Americans with

Disabilities Act (ADA)

Prohibit discrimination

against individuals with

disabilities.

Occupational Safety and

Health Administration

(OSHA)

Ensure a safe and healthy

work environment.

Handling Employee Discipline

1. Investigate the Issue:

Gather all relevant information.

2. Document Everything:

Keep detailed records of incidents and actions taken.

3. Provide Due Process:

Give the employee an opportunity to respond.

4. Be Consistent:

Apply disciplinary actions consistently.

5. Follow Company Policy:

Adhere to established disciplinary procedures.
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