= SLACK

FOR TRAINING

Operational Excellence in HR Administration

Manchester (UK)
3 -7 March 2025

UK Traininig

www.blackbird-training.com


https://blackbird-training.com/course-Operational-Excellence-in-HR-Administration.htm

' 3LACKSIRD

- FOR TRAINING

Operational Excellence in HR Administration

HR28 3 - 7 March 2025 Manchester (UK) 4400

The "Operational Excellence in HR Administration” course is designed to empower HR professionals to enhance
administrative processes and achieve operational efficiency. The course focuses on simplifying procedures,
improving accuracy, and increasing the effectiveness of daily HR operations. It highlights the importance of aligning
HR administrative functions with organizational goals while ensuring compliance with laws and regulations. By the
end of the course, participants will gain tools and strategies to achieve excellence in HR administration.

¢ Understand the fundamentals of operational excellence in HR administration.
¢ Learn how to streamline and standardize HR administrative processes.

¢ Improve the efficiency of daily HR tasks.

¢ Develop skills to manage employee records and data effectively.

¢ Align HR administrative functions with organizational objectives.

e Use technology to automate routine HR tasks.

¢ Ensure compliance with labor laws and HR regulations.

¢ Build strategies to enhance service delivery and employee satisfaction.

e Understand the key principles of operational excellence in HR.

¢ | earn the role of HR administration in organizational success.

¢ Analyze administrative processes to identify inefficiencies.

e Explore strategies to align HR administration with business goals.

e Map workflows to enhance efficiency in daily operations.

¢ | earn techniques to simplify and optimize administrative tasks.

¢ Explore tools for automating repetitive HR functions, like payroll and leave management.
¢ Develop standardized procedures for consistency and reliability.

¢ Discover how HR management systems HRMS improve operational efficiency.
e Learn how to select and implement effective technology solutions.
¢ Explore tools for digitizing and managing employee records.
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e Understand how automation reduces manual errors and saves time.
Day 4: Compliance and Accuracy in HR Administration

e Learn how to ensure compliance with labor laws and HR policies.

e Understand best practices for securely managing employee data.

* Develop strategies for maintaining accurate and up-to-date records.
¢ Avoid costly compliance issues through proactive monitoring.

Day 5: Building a Culture of Excellence in HR Administration

¢ Create actionable plans for continuous improvement in HR operations.

e |earn strategies to foster innovation and adaptability in HR teams.

¢ Develop techniques to enhance service delivery to employees.

¢ Build a roadmap for sustaining operational excellence in HR administration.

Why Attend This Course: Wins & Losses!

e Gain expertise in improving HR administrative processes.

e Learn how to streamline workflows and reduce bottlenecks.

e Ensure compliance with HR laws and regulations.

¢ Improve accuracy and efficiency in managing employee data.

¢ Avoid costly mistakes by identifying operational weaknesses.

* Leverage technology to automate routine administrative tasks.

e Enhance service delivery and support for employees.

¢ Build a strong foundation for operational excellence in HR administration.

Conclusion

The "Operational Excellence in HR Administration" course is an ideal opportunity for HR professionals seeking to
enhance their administrative efficiency and deliver measurable results. By learning to streamline processes, ensure
compliance, and use technology effectively, participants will be equipped to support organizational goals with
greater impact.

Enroll now to gain the tools and strategies needed to lead HR administration with excellence, precision, and
innovation!
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Blackbird Training Cities

Europe

Stockholm (Sweden)
(Netherlands)

Dusseldorf (Germany) Paris (France) Geneva (Switzerland) Prague (Czech)

et

Vienna (Austria) Rome (Italy) Madrid (Spain) Berlin (Germany) Lisbon (Portugal)

Zurich (Switzerland) Manchester (UK) Milan (ltaly)
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USA & Canada

ONLINE
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Los Angeles (USA) Orlando, Florida (USA) Online Phoenix, Arizona (USA) Houston, Texas (USA)

New York City (USA) Seattle, Washington (USA)  Washington DC (USA) In House

Jersey,New Jersey (USA) Toronto (Canada)

Africa

Baku (Azerbaijan) Maldives (Maldives)
(Thailand)

Manila (Philippines)

Tokyo (Japan) Jeddah (KSA) Riyadh(KSA)

Melbourne (Australia) Dubai (UAE) Kuala Lumpur (Malaysia) Kuwait City (Kuwait) Pulau Ujong (Singapore)
(Indonesia)

Amman (Jordan) Beirut (Lebanon)
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Blackbird Training Categories

Management & Admin
Professional Skills

Finance, Accounting, Budgeting
Media & Public Relations
Project Management

Human Resources

Audit & Quality Assurance
Marketing, Sales, Customer Service
Secretary & Admin

Supply Chain & Logistics
Management & Leadership
Agile and Elevation

Technical Courses
Hospital Management
Public Sector
Special Workshops
Oil & Gas Engineering
Telecom Engineering
IT & IT Engineering
Health & Safety
Law and Contract Management
Customs & Safety
Aviation
C-Suite Training
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