HR’S Leap To Strategic Planning

Carrie Van Daele 

STEP 1: Develop a Vision Statement for HR
 Your shared hopes, dreams and image of the future.

  Key questions to ask:
  -What is the common mission and shared vision of HR and your business?

  -What does your company expect from HR? 

  -How can HR best compliment and fit into your company’s business plan?

  -What does your CEO want from HR?

  -Describe HR’s major accomplishments over the past ten years?

  -What actions can we take to leverage these accomplishments?

STEP 2: Develop Core Values for HR
 Your beliefs and philosophies guide day-to-day business decisions and behaviors; and will create a 

 culture.


  Key questions to ask:

 -How does HR want people to behave?

 -How does HR behave?

 -Describe HR’s major strengths?

Step 3: Develop a Mission Statement for HR
             Your department’s services and whom it serves.

              Key questions to ask:
-What is HR’s core mission?

-What is HR today?

-What does HR aspire to be?

Step 4: Diagnosis and Forecasting for HR

            Your department’s present identification and its future identification. 

Key questions to ask:

-Why does HR need to change?


-What change is needed in HR ? 

-Where is HR in the process of due diligence in mergers and acquisitions?   


-Why isn’t the HR executive claiming his/her seat at the table?

-What will HR need for the future?
-Is HR clear about the strategy of these global deals and the people issues?
STEP 5: Develop Goals for HR
 Your department’s future goals capable of being converted into specific targets and assignments.


 Key questions to ask:


 -What is HR committed to achieve? 


 -What are the goals of HR?


 -What are the three most important tasks HR faces over the next ten years?


 -What kind of directional guidance and resources is required to achieve the goals?


 -What are the people challenges ahead of HR?


 -How can my company engage our employees and inspire them to stay and succeed?


 -What are the implications of a more diverse and ever-changing workforce?


 -Can my company get extraordinary results from ordinary people?


 -Would outsourcing cut costs?  


 -Do these cost savings come at the price of workforce value?


 -Will the practices that worked in other organizations necessarily work in ours?

STEP 6: Develop Strategies for HR
 Your action plans used by everyone as a framework for goals


  Key questions to ask:

  -How does HR achieve these goals?


  -How is HR going to make these goals a reality?


  -How is HR going to get there?

STEP 7: Develop Tactics and Accountabilities for HR
Your specific programs supporting your strategies, operational in nature.  Tactics are short-range plans that are subject to continued evaluation and changes in direction and emphasis.  


   Key question to ask:

   -What short-range action plans are needed to support the strategy to accomplish the goal?

STEP 8: Communicate the Plan
               You communicate the plan to the company and roll it out.
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JOB DESCRIPTION

JOB TITLE: HUMAN RESOURCES MANAGER
______________________________________________________________________________

JOB CODE: 




DIV: 
DEPT:
 




LOCATION: 

SHIFT:





EMPLOYEE:

REPORTS TO:






APPROVED BY:




DATE:

SUMMARY OF POSITION:
This position is responsible for the direction and administration of the overall Human Resources function.  Major areas of responsibility include the planning, designing, implementing, monitoring and/or changing of the Corporate Human Resources Plan, all employee benefits and personnel policies. 

ESSENTIAL  DUTIES AND RESPONSIBILITIES:                                                              
Administers the Co. Human Resources Plan including:                                 


a)Organizes and performs recruiting tasks to insure a quality staff is maintained.                                                                         

b)Continually updates and improves performance evaluations; provides training as needed to ensure  that evaluations are beneficial both to the form and to the employee.                                                                                                          

c)Provides counseling to employees regarding future career paths while incorporating the present and future needs of the firm.                                                                        

d)Administers the firm's in-house professional development training programs to provide employees continuous, quality education.  

e)Coordinates the administration of employee health and safety, recreation and communication programs.  Investigates accidents and prepares reports for insurance carrier.  Represents organization at personnel related hearings and investigations.  (20%)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           f) Prepares and administers various personnel policies, practices and procedures to ensure compliance with appropriate regulators and consistent  application. Provides updates and revisions as needed to meet the firm's needs and remain in compliance with applicable employment laws and regulations.  Ensures employees' compliance with Personnel Policies. (15%)                                              

g)Administers the employee benefit programs and policies including health, life, COBRA, LTD and retirement benefits.  Serves as liaison between employees and EAP. Continually seeks to improve benefit programs.  Develops and directs administration of wage and salary administration; set pay ranges; determine exempt and non-exempt.  (10%) 
h)Keeps record of personnel transactions such as hires, promotions, transfers performance reviews and terminations.  Prepares employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separations. Keeps records of hired employee characteristics for governmental reporting purposes. (25%)

i)Maintains good rapport and working relationship with employees and supervisors in an effort to prevent, resolve, and/or cope with personnel problems and issues affecting the workplace. Obligated to provide a role model and leadership example representing the firm both to employees and external contacts.  Within the role of Human Resources Manager, must maintain the highest level of confidentiality and integrity. (5%)

j)Other duties as may be assigned.
NON-ESSENTIAL DUTIES AND RESPONSIBILITIES:
1. Supervise activities of purchasing and accounts payable employees. 

2. Approve appropriate expenditures.
3. Conducts wage survey within labor market to determine competitive wage rate. 

4. Prepares reports and recommends procedures to reduce absenteeism and turnover. 

5. Attend seminars or workshops to remain abreast of latest human resources development. 

QUALIFICATION REQUIREMENTS:
1. Four year post secondary degree in business or related field or equivalent experience  with emphasis in human resources. 

2. Three years experience personnel generalist experience, preferably in the Service Industry. 

3. Current knowledge of all employment laws and regulations affecting the company. 

4. Experience in interviewing/counseling/training skills. 

5. General working knowledge of computers and word processing. 

LANGUAGE SKILLS:
1.  Ability to read, analyze, and interpret common scientific and technical journals,  financial  reports, and legal documents. 

2.  Ability to respond to common inquiries or complaints from customers, regulatory agencies,  or members of the business community. 

3.  Ability to write speeches and articles for publication that conform to prescribed style and  format. 

4.  Ability to effectively present information to top management, public groups, and/or boards of directors. 

MATHEMATICAL SKILLS:
1.  Ability to apply mathematical operations to such tasks as frequency distribution, determination of test reliability and validity, and basic mathematical equations involved in  the different human resources reports. 

REASONING ABILITY:
1.  Ability to define problems, collect data, establish facts, and draw valid conclusions. 
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“What does HR function play in your company?

JOB DESCRIPTION

JOB TITLE: HUMAN RESOURCES MANAGER FOR THE 21ST CENTURY
_____________________________________________________________________________________________

JOB CODE: 
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APPROVED BY:
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SUMMARY OF POSITION:
Human Capital Steward – create an atmosphere for employees to contribute their skills, knowledge and energy. 

Knowledge Facilitator – transform tacit knowledge into codified knowledge,  replicate tacit knowledge and make it available for all. 

Relationship Builder – facilitate cross-functional teamwork.

Strategic Partner – align HR’s agenda with the needs of the business.

Administrator Expert – build networks and shared people communities around the strategic objectives of the business to ensure competitiveness.

Employee Champion – create an infra-structure of continual learning. 

Change Agent – consult with clients and team members for improved productivity.

Rapid Deployment Specialist – anticipate and implement staffing adjustments for the global economy. 

ESSENTIAL  DUTIES AND RESPONSIBILITIES:

Strategic Contribution – consists of culture management, fast change, strategic decision-making, and market-driven connectivity.

Personal Credibility – consists of relationship skills, delivering results, and communication skills.

HR Delivery – consists of staffing, performance management, training and development. 

Business Knowledge – consists of knowledge of the business plan and industry.

E-HR – consist of delivering HR practices through information technology.

-help establish the business strategy

-identify problems central to business issues

-provide alternative insights on business issues

-facilitate the change process 

-design measurement systems that distinguish high-performing individuals from low performing individuals
NON-ESSENTIAL DUTIES AND RESPONSIBILITIES:

-bring intellectual rigor to business decision making

-proactive to business decisions

-manage the arrangement of physical environment

-encourage executives to behave consistently with the desired culture

-assist in restructuring of the organization
QUALIFICATION REQUIREMENTS:

-facilitate the change process

-focus on how to get decisions made quickly

-work well with management team

-have chemistry with key constituents

-remove low value-added or bureaucratic work
LANGUAGE SKILLS:

-facilitate the design of internal communication processes

-facilitate the dissemination of customer information

-design high value added and challenging development work experiences
MATHEMATICAL SKILLS:

-monitor process of change

-keep statistics of change process

-measure learning

-facilitate the integration of different business functions

-keep record of HR financials

-utilize accounting tools for monitoring

-have a financial track record of results

REASONING ABILITY:

-frame complex ideas in useful ways

-frame culture in a way that excites employees

-identify the culture required to behave consistently with the desired culture

-meet commitments
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