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Align HR practices with your objectivesand keep your company competitive

A company's ability to grow and stay on top of customer demand has always
depended heavily on the quality of its people. Now, more than ever, businesses
recognize that finding (and keeping) a highly skilled and motivated workforceis
pivotal to success. Maybe you're a business owner and your company is growing,
or you're an employee at a small- to midsize-company and management has
asked you to take on some—or al—of their HR functions. Either way, knowing
how to set up and implement successful HR practices (not to mention navigating
the legal minefields in today's increasingly regulated environment) can be tricky.

Human Resources Kit For Dummiesis your one-stop resource for learning the
nuts and bolts of HR. It gives you forms and templates that you can put to
immediate and productive use.

- New information on anti-discrimination legidlation; measuring performance;
hiring, firing, and retaining employees; and training and devel opment plans

- Thelatest info on online and social media policies

- Updated forms and contracts, from job application forms and sample employee
policies to performance appraisals and benefit plan worksheets

If you're currently working in Human Resources or are responsible for employees
in your business, the tools presented here help you maximize the effectiveness of
your own HR program.
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Align HR practiceswith your objectives and keep your company competitive

A company's ability to grow and stay on top of customer demand has aways depended heavily on the quality
of its people. Now, more than ever, businesses recognize that finding (and keeping) a highly skilled and
motivated workforce is pivotal to success. Maybe you're a business owner and your company is growing, or
you're an employee at a small- to midsize-company and management has asked you to take on some—or
all—of their HR functions. Either way, knowing how to set up and implement successful HR practices (not
to mention navigating the legal minefieldsin today's increasingly regulated environment) can be tricky.

Human Resources Kit For Dummies is your one-stop resource for learning the nuts and bolts of HR. It gives
you forms and templates that you can put to immediate and productive use.

- New information on anti-discrimination legislation; measuring performance; hiring, firing, and retaining
employees; and training and development plans

- Thelatest info on online and social media policies

- Updated forms and contracts, from job application forms and sample employee policies to performance
appraisals and benefit plan worksheets

If you're currently working in Human Resources or are responsible for employeesin your business, the tools
presented here help you maximize the effectiveness of your own HR program.
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Editorial Review
From the Back Cover
Learn to:

- Set up and implement successful HR practices
- Increase the efficiency and effectiveness of your HR function
- Navigate today's heavily regulated HR environment

CD includes dozens of helpful palicies, forms, and contracts
Align HR practices with your objectives and keep your company competitive

L ooking to stay on top of today's complex HR management tasks? This practical guide provides the tools
you need to keep your HR administration running smoothly. Y ou get up-to-the-minute information on
evaluating resumes, measuring performance, firing or laying off employees, developing training programs,
and more.

- Human Resources 101 — grasp the key issues affecting the human resources field today and the various
technology tools that can benefit even the smallest HR shop

- Get down to brass tacks — get the 4-1-1 on hiring, recruiting, interviewing, selecting employees, and
engaging contingent workers, who are pivotal in growing your business

- Put your best foot forward — take atour of compensation, benefits, training, and establishing a culture that
can give your company areputation as agreat place to work

- Make special note — discover how to offer training and career devel opment opportunities that can help
your people grow professionally

- Legal matters— get to know the legal challenges of hiring and managing your employees

CD Includes

Dozens of helpful policies, forms, and contracts to help you navigate the legal waters surrounding the hiring
and managing of employees.

Open the book and find:

- Policiesthat can enhance (or stand in the way of) your ability to retain talent
- Proven ways to measure employee performance

- Waysto deal with grievances, layoffs, dismissals, and sexual harassment

- Legal and policy considerations

- Advicefor staying ahead with HR software

- Tips on compensation structures and benefits packages

- Ways to create an employee-friendly work environment

About the Author

Max Messmer is chairman and CEO of Robert Half International, the world's largest specialized staffing
firm. Heis one of the leading experts on human resources and employment issues.



Users Review
From reader reviews:
Leona Ferretti:

The event that you get from Human Resources Kit For Dummies will be the more deep you looking the
information that hide within the words the more you get serious about reading it. It doesn't mean that this
book is hard to recognise but Human Resources Kit For Dummies giving you excitement feeling of reading.
The copy writer conveys their point in specific way that can be understood by simply anyone who read this
because the author of this guide is well-known enough. This particular book also makes your personal
vocabulary increase well. Therefore it is easy to understand then can go along with you, both in printed or e-
book style are available. We propose you for having that Human Resources Kit For Dummies instantly.

Roger Patrick:

The guide untitled Human Resources Kit For Dummies is the book that recommended to you you just read.
Y ou can see the quality of the publication content that will be shown to an individual. The language that
publisher use to explained their ideas are easily to understand. The author was did alot of analysis when
write the book, and so the information that they share to your account is absolutely accurate. Y ou also can
get the e-book of Human Resources Kit For Dummies from the publisher to make you much more enjoy free
time.

CarlosLauzon:

The reserve with title Human Resources Kit For Dummiesincludes alot of information that you can study it.
You can get alot of help after read this book. This book exist new expertise the information that exist in this
book represented the condition of the world right now. That isimportant to yo7u to understand how the
improvement of the world. This specific book will bring you within new era of the glowbal growth. Y ou can
read the e-book on your smart phone, so you can read the idea anywhere you want.

Mathew Munz;

Y our reading sixth sense will not betray an individual, why because this Human Resources Kit For Dummies
guide written by well-known writer whose to say well how to make book which might be understand by
anyone who also read the book. Written within good manner for you, dripping every ideas and creating skill
only for eliminate your own hunger then you still doubt Human Resources Kit For Dummies as good book
not simply by the cover but also through the content. This is one e-book that can break don't assess book by
its handle, so do you still needing yet another sixth sense to pick this kind of!? Oh come on your looking at
sixth sense already told you so why you have to listening to yet another sixth sense.
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