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Human Resources, commonly referred to as HR, is a vital department within any organization.
HR professionals are responsible for managing all aspects of the employee experience, from
recruitment and hiring to training, performance management, and employee exit processes.
The HR department also ensures that companies operate in accordance with labor laws,
workplace regulations, and ethical standards.

Recruitment and Hiring

The recruitment process is one of HR’s most visible responsibilities. When a company needs to
fill a position, HR begins by analyzing the job requirements and creating a clear job
description. The team then posts job advertisements on various platforms such as job boards,
the company website, and social media. Once applications start arriving, HR professionals
screen resumes and conduct initial interviews to assess the suitability of candidates.
Hiring involves more than just choosing the right candidate. HR must also conduct
background checks, verify references, and negotiate job offers. Once a candidate accepts
an offer, HR prepares the employment contract and ensures all legal and administrative
documentation is in place.

Onboarding and Integration

Once a new employee is hired, HR facilitates the onboarding process. This includes
introducing new hires to the company’s culture, values, and policies. A structured onboarding
process helps employees feel welcome and supported, increasing the chances of long-term
retention. HR often coordinates training sessions, assigns mentors, and sets expectations
during this phase.

Training and Development

Employee growth is another key area overseen by HR. Training and development programs
help employees acquire new skills, stay updated with industry trends, and prepare for
leadership roles. HR departments often organize workshops, seminars, and e-learning
opportunities. In some companies, HR collaborates with external consultants or training
institutions to deliver specialized programs.

THE ROLE AND RESPONSIBILITIES OF HUMAN RESOURCESTHE ROLE AND RESPONSIBILITIES OF HUMAN RESOURCES



GRAMMAR PRACTICEGRAMMAR PRACTICE

@MARIAENGLISHLESSONS@MARIAENGLISHLESSONS

Performance Management

Performance management involves monitoring employee progress, setting goals,
and providing feedback. HR helps managers conduct regular performance
reviews and ensures that evaluations are fair and consistent. When performance
issues arise, HR might assist in developing performance improvement plans or
mediate discussions between employees and supervisors.

Compensation and Benefits

HR also handles compensation and benefits, which includes managing payroll,
health insurance, retirement plans, paid time off, and bonuses. A well-designed
benefits package not only helps attract top talent but also boosts morale and
job satisfaction. HR must stay informed about market standards and ensure
internal equity and fairness.

Employee Relations and Conflict Resolution

Maintaining a positive work environment is central to HR’s mission. This means
addressing employee concerns, resolving conflicts, and promoting diversity and
inclusion. HR professionals often mediate disputes, investigate complaints of
harassment or discrimination, and implement policies to ensure respectful
behaviour across the organisation.

Legal Compliance and Recordkeeping
HR ensures that the company adheres to labor laws and employment
regulations. This includes keeping accurate employee records, monitoring
working conditions, and updating policies to reflect changes in legislation.
Failing to comply with labor laws can result in legal action and damage to the
company’s reputation.

Offboarding and Exit Interviews

When employees leave the organization, HR handles the offboarding process.
This includes final paperwork, returning company equipment, conducting exit
interviews, and ensuring a smooth transition. Exit interviews provide valuable
feedback that can help HR improve retention strategies and workplace culture.
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Comprehension Questions

1. What are two tasks HR handles before a new employee starts working?
A. Organizing exit interviews and issuing bonuses
B. Preparing contracts and conducting background checks
C. Assigning daily tasks and collecting taxes
D. Hosting retirement seminars and training interns

2. Why is onboarding considered important in HR?
A. It reduces the need for job training
B. It improves employee retention and helps them adjust
C. It allows HR to give final interviews
D. It gives new employees time off

3. Which of the following is a key part of training and development?
A. Firing employees who underperform
B. Collecting resumes from new applicants
C. Offering workshops and learning opportunities
D. Handling employee tax forms

4. What role does HR play in performance management?
A. HR writes daily schedules for employees
B. HR monitors company profits
C. HR helps with setting goals and creating improvement plans
D. HR organises vacations and sick leave

5. How does HR support compensation and benefits?
A. By filing company taxes
B. By giving personal loans to staff
C. By designing pay structures and managing health insurance
D. By purchasing new office equipment

6. What is one way HR contributes to employee relations?
A. Creating job descriptions
B. Mediating conflicts and promoting inclusion
C. Scheduling employee travel
D. Selling company stock
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7. What legal responsibilities does HR have?
A. Writing company newsletters
B. Ensuring compliance with labor laws and keeping employee records
C. Hosting team-building games
D. Planning marketing campaigns

8. What is the purpose of an exit interview?
A. To assign new roles to the employee
B. To promote the employee
C. To gather feedback from departing employees
D. To announce a company merger
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