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??????????? HR (Human Resources)???????????aa

? ?????? HR ??????????? (Full HR 
Handbook)
Human Resources Management & Development Guidelines

?????? (Table of Contents)
1. ???? / ????????????????????????????????
2. ?????????????? HRM / HRD
3. ??????????????????????????
4. ??????????????????? (Recruitment & Selection)
5. ???????????????????????????? (Compensation &Benefits)
6. ????????????? (Payroll Management)
7. ????????????????????????????? (EmployeeRelations)
8. ?????????????? (HR Administration)
9. ????????????????????????? (Legal Compliance)

10. ?????????????????? (Training & Development)
11. ?????????????? (Performance Management)
12. ??????????????????????????????? (Career &Talent Development)
13. ?????????????? (Organizational Development)
14. HR Strategy & Workforce Planning
15. HR Data, Analytics & Reporting
16. HR Technology / HRIS
17. ????????????????????-?????? (Onboarding /Offboarding)
18. ????????????? ??????????? HR (Templates)

1. ???? (Introduction)
?????????????????????????????????????????? 
?????????????????????????????? ???????????
??????????????????????????????????????????????????? ???????????

?????????? HR (HR Vision)
“???????????????? ?????????????????
??????????????????????????????????”

??????? HR (HR Mission)

??????????????????????????????????
???????????????????????????????????????????
????????????????????????????????????????????
?????????????????????????????????????

2. ?????????????? HRM / HRD

HRM – Human Resource Management (??????????????)

?????????????
????????????????
???????????????????
??????????????
????????????
Payroll
?????????????
???????-??????

HRD – Human Resource Development (??????????????????)

Training & TNA
Performance / KPIs / OKRs
Competency Development
Career Path / IDP
Talent / Succession Planning
OD / Culture / Engagement

3. ????????????????? (Core HR 
Policies)

3.1 ????????????????????

?????????????????? / ???????? / ?????? / Outsource
???????????????????
???????????????

3.2 ???????????????

?????????????
OT / ????? / ???????????
???????? (????? ?????? ????????? ??????)
??????????????????????????

3.3 ?????????????????

PPE
???????????
????????????????

3.4 ?????????????????/?????

????????????????
????????????????
???????????????????????

4. ??????????????????? (Recruitment 
& Selection)

4.1 Manpower Planning

?????????????????
????????????????????? (Requisition Form)

4.2 Job Description (JD) ???????

???????????
?????????
?????????? / Competency

4.3 Recruitment Process

1. ?????????????????
2. ????????????
3. ??????? Resume
4. ??????????? 1 / ??? 2
5. ????????
6. ?????????????
7. ??????????????
8. ???????????
9. Onboarding

5. Compensation & Benefits

5.1 ????????????????

Salary Range
Pay Grade
???????????????????????

5.2 Benefits

???????????
???????????
????????????????????
??????????? / ??????????
?????????????????
??????????????????

5.3 ?????????

?????
Incentive
Commission

6. Payroll Management

6.1 Attendance

?????????????
???????????????????

6.2 ????????????????????????

???????
OT
????????? / ?????
??????? ? ???????
???????????

6.3 ????????????????

Payslip
Salary Report
?????????????????????

7. Employee Relations

7.1 ????????????????

????????
????????
??????
??????????????????

7.2 Internal Communications

???????????????
???????????
??????????????

7.3 Engagement

Survey ???????
???????????????
?????????????? (Suggestion Box)

8. HR Administration

8.1 Document Management

?????????
??????????????????
???????????????????? (e-Document)

8.2 HR Reports

Headcount
Turnover
Absence Rate

9. Legal Compliance
?.?.?.??????????????
?.?.?.??????????????
?.?.?.???????????
???????????????????
?????????

10. Training & Development

10.1 Training Need Analysis (TNA)

??????????????
????????????????? Competency Gap

10.2 Annual Training Plan

????????????????
??????????? In-House / Public

10.3 Training Execution

?????????
??????????

10.4 Evaluation

?????????????????????????
Kirkpatrick LV1–4

11. Performance Management

11.1 ?????????????

KPIs
OKRs
360 Assessment
Competency Evaluation

11.2 ?????????????????????????????

?????????????
?????
IDP
Talent Pool

12. Career & Talent Development

12.1 Career Pathing

??????????????????
????????????

12.2 Individual Development Plan (IDP)

???????
?????
??????????

12.3 Talent Management

High-Potential (HiPO) Identification
Succession Planning

13. Organizational Development (OD)

13.1 Culture Development

Core Values
Behavior Indicators

13.2 Process Improvement

Workflow Optimization
Lean / Kaizen

13.3 Change Management

People Readiness
Communication Plan

13.4 Engagement Strategy

14. HR Strategy & Workforce Planning
HR Strategy Alignment ?????????????
Workforce Analysis
Organization Structure Review
Strategic Positions Management

15. HR Data & Analytics
HR Dashboard
Attrition Analysis
Productivity Ratio
Cost per Hire
Training ROI

16. HR Technology / HRIS
HRM System
Payroll System
Time Attendance System
Learning Management System
Performance System
Employee Self-Service (ESS)
e-Workflow

17. Onboarding / Offboarding

Onboarding

Orientation
Probation Evaluation
Buddy Program

Offboarding

Exit Interview
Clearance
?????????????
???????????????
?????????????????

18. ???????? HR (Templates)
?????????????????????:

?????????????????
????????????????
???????????? OT
??????????
????????????
?????????????????
????? IDP
Exit Interview Form

Read More
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