
Roles in HR: Part 1 

Human Resources (HR) is a critical function within organizations, responsible for managing 

various aspects of the employee lifecycle and ensuring alignment between organizational goals 

and workforce capabilities. In this series, we'll explore the primary roles and responsibilities within 

HR: 

1. Recruitment and Selection: 

 Job Analysis: HR professionals conduct job analyses to understand the duties, responsibilities, 

and requirements of specific roles within the organization. 

 Talent Sourcing: They utilize various recruitment channels, such as job boards, social media, and 

employee referrals, to attract qualified candidates. 

 Candidate Screening: HR conducts initial screenings, reviews resumes, and conducts interviews 

to assess candidates' qualifications and fit for the role. 

 Offer Management: HR manages the offer process, negotiates terms with candidates, and 

coordinates the onboarding process for new hires. 

2. Employee Onboarding: 

 Orientation Programs: HR designs and facilitates orientation programs to familiarize new hires 

with the organization's policies, procedures, culture, and expectations. 

 Paperwork and Documentation: They ensure new employees complete necessary paperwork, 

such as tax forms, benefit enrollment, and employee agreements. 

 Training and Development: HR coordinates training sessions and onboarding activities to help 

new employees develop the skills and knowledge required for their roles. 

3. Employee Relations: 

 Conflict Resolution: HR acts as a mediator to resolve conflicts and disputes between employees 

or between employees and management. 

 Employee Counseling: They provide support and guidance to employees facing personal or 

work-related challenges, offering resources and referrals as needed. 

 Policy Enforcement: HR ensures compliance with company policies, procedures, and 

employment laws, addressing violations and implementing corrective actions when necessary. 

4. Performance Management: 

 Goal Setting: HR collaborates with managers and employees to establish performance goals and 

objectives aligned with organizational priorities. 

 Performance Appraisals: They facilitate performance reviews, providing feedback on employee 

performance, identifying areas for improvement, and recognizing achievements. 

 Development Planning: HR supports employees in creating development plans to enhance their 

skills, competencies, and career growth opportunities. 

5. Compensation and Benefits: 



 Salary Administration: HR manages salary structures, conducts compensation benchmarking, 

and administers salary adjustments and promotions. 

 Benefits Administration: They oversee employee benefits programs, including health insurance, 

retirement plans, and wellness initiatives, ensuring compliance with legal requirements and 

industry standards. 

 Reward and Recognition: HR develops reward and recognition programs to acknowledge 

employee contributions, boost morale, and foster a culture of appreciation and engagement. 

 


