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Module Annotation

The training module is focused on practical learning and familiarization with basic HR
activities carried out in companies and organisations. This includes the use of appropriate
incentives and the creation of positive relationships and workplace climate. The analysis and
creation of job descriptions and personnel planning (what needs to be planned in HR and
how) will also be discussed. In addition, the training focuses on recruitment methods and
strategies, the selection process including the identification of selection criteria and
selection methods. The subject of study also includes the processes of recruitment and
deployment of employees and their remuneration. This includes familiarisation with the
organisation’s remuneration system. Emphasis is also placed on the adoption of other
forms of training in and outside the workplace, evaluation of employees (evaluation criteria,
the organisation of evaluation interviews, etc.), ensuring working conditions and care of
employees. The final topic is how to terminate employment and create a useful database for
HR purposes.

Module Objective

The aim of the module is to familiarise participants with the main activities that fall within
the field of personnel management in the company. This mainly involves the practical
acquisition of a certain HR minimum, which should be mastered even by non-specialised
managers of smaller companies that provide HR activities. The aim is also to obtain a good
orientation in the given issue and mainly to try out selected activities in company practice.
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