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Abstract
Operational Human Resource Management (OHRM) is a crucial function within
organizations that focuses on the day-to-day execution and administration of HR
activities. While strategic HRM concentrates on long-term, high-level HR planning
and decision-making, OHRM is responsible for the practical implementation and
management of core HR processes.

The scope of OHRM encompasses a wide range of activities, including recruitment
and selection, employee training and development, compensation and benefits
administration, employee relations and engagement, and the development and
implementation of HR policies and procedures. These operational aspects of HR
are vital for ensuring the effective management of an organization's human capital
and maintaining a productive, motivated, and compliant workforce.

OHRM plays a critical role in translating strategic HR objectives into tangible
outcomes. It involves the efficient handling of routine HR tasks, such as payroll
processing, leave management, and performance reviews, as well as more complex
issues like grievance handling, employee relations, and compliance with labor laws
and regulations.

Effective OHRM requires a deep understanding of HR best practices, strong
problem-solving skills, attention to detail, and the ability to balance the needs of
both the organization and its employees. By optimizing HR operations, OHRM can
contribute to organizational success by enhancing employee productivity, reducing
attrition, and fostering a positive work environment.

As organizations navigate an increasingly dynamic and competitive landscape, the
importance of OHRM continues to grow. By streamlining HR processes,
leveraging technology, and aligning operational activities with strategic goals,
OHRM can help organizations unlock the full potential of their workforce and
drive sustainable growth.

I. Introduction

A. Definition and scope of operational HRM



Operational HRM focuses on the day-to-day execution and administration of
human resource activities within an organization.

It involves the practical implementation and management of core HR processes
and functions, as opposed to the more strategic and high-level aspects of HRM.
B. Importance of operational HRM in organizations

Ensures the effective and efficient management of an organization's human capital.
Translates strategic HR objectives into tangible outcomes through the execution of
various HR activities.

Contributes to organizational success by enhancing employee productivity,
reducing turnover, and fostering a positive work environment.

Becomes increasingly crucial as organizations navigate a dynamic and competitive
business landscape.

C. Distinction between strategic HRM and operational HRM

Strategic HRM concentrates on long-term, high-level HR planning and decision-
making.

Operational HRM is responsible for the practical implementation and day-to-day
management of HR processes.

Both strategic and operational HRM are interdependent and crucial for the overall
success of an organization's HR function.

D. Scope of operational HRM

Encompasses a wide range of HR activities, including recruitment and selection,
employee training and development, compensation and benefits administration,
employee relations and engagement, and HR policy development and
implementation.

Involves the efficient handling of routine HR tasks as well as more complex issues
related to compliance, employee relations, and workforce management.

E. Overview of the subsequent sections

The outline will delve into the key areas of operational HRM, highlighting best
practices, challenges, and the role of technology in optimizing HR operations.

Definition and scope of operational HRM
Definition of Operational HRM:

Operational HRM refers to the day-to-day execution and administration of human
resource activities within an organization.



It involves the practical implementation and management of core HR processes
and functions, as opposed to the more strategic and high-level aspects of HRM.
Scope of Operational HRM:

Recruitment and selection:

Job analysis, job descriptions, sourcing and attracting candidates, screening,
selection, and onboarding.

Employee training and development:

Identifying training needs, designing and delivering training programes,
performance management, and career development.

Compensation and benefits management:

Job evaluation, pay structures, incentive programs, employee benefits, and payroll
administration.

Employee relations and engagement:

Grievance handling, dispute resolution, employee communication, work-life
balance, and employee engagement initiatives.

HR policies and procedures:

HR policy development, compliance with labor laws and regulations, HR record-
keeping, and HR technology implementation.

Importance of Operational HRM:

Ensures the effective and efficient management of an organization's human capital.
Translates strategic HR objectives into tangible outcomes through the execution of
various HR activities.

Contributes to organizational success by enhancing employee productivity,
reducing turnover, and fostering a positive work environment.

Becomes increasingly crucial as organizations navigate a dynamic and competitive
business landscape.

Distinction from Strategic HRM:

Strategic HRM focuses on long-term, high-level HR planning and decision-
making.

Operational HRM is responsible for the practical implementation and day-to-day
management of HR processes.

Both strategic and operational HRM are interdependent and crucial for the overall
success of an organization's HR function.

Importance of operational HRM in organizations
Ensuring Effective Management of Human Capital

Operational HRM is responsible for the day-to-day administration and execution of
HR activities.



By efficiently managing core HR processes, operational HRM helps to optimize
the utilization and development of an organization's human resources.

This contributes to enhanced employee productivity, engagement, and retention.
Translating Strategic HR Objectives into Tangible Outcomes

Strategic HRM sets the high-level direction and goals for the organization's HR
function.

Operational HRM is responsible for implementing and executing these strategic
objectives through practical HR activities.

By bridging the gap between strategy and implementation, operational HRM plays
a crucial role in realizing the desired outcomes of strategic HR initiatives.
Enhancing Organizational Success

Effective operational HRM can contribute to organizational success in various
ways:

Improving employee productivity and performance through training, development,
and engagement initiatives.

Reducing employee turnover and associated costs through effective recruitment,
selection, and retention strategies.

Fostering a positive work environment and organizational culture that supports the
achievement of business goals.

Navigating a Dynamic Business Environment

As organizations face increasing competition, technological advancements, and
changing workforce dynamics, the importance of operational HRM continues to
grow.

Operational HRM must constantly adapt and optimize HR processes to ensure the
organization's human resources are aligned with evolving business needs.

Efficient and agile operational HRM can help organizations stay competitive and
responsive to market changes.

Interdependence with Strategic HRM

Operational HRM and strategic HRM are interdependent and mutually reinforcing.
Effective operational execution supports the successful implementation of strategic
HR initiatives.

Similarly, strategic HR planning and decision-making provide the overall direction
and framework for operational HRM activities.

The synergy between these two aspects of HRM is crucial for the overall success
of an organization's HR function.

I1. Recruitment and Selection

A. Job Analysis and Job Descriptions



Conducting thorough job analysis to understand the skills, knowledge, and abilities
required for each role.

Developing accurate and up-to-date job descriptions that outline the key
responsibilities, qualifications, and competencies for each position.

B. Sourcing and Attracting Candidates

Identifying and implementing effective sourcing strategies to reach a diverse pool
of qualified candidates.

Utilizing both traditional and modern recruitment channels, such as job boards,
social media, employee referrals, and campus recruitment.

Crafting compelling job postings and advertisements that highlight the
organization's employer brand and the unique value proposition for candidates.

C. Screening and Selection Processes

Developing robust screening and assessment methods, such as application reviews,
skills tests, interviews, and reference checks.

Establishing clear and objective selection criteria to evaluate candidate
qualifications and fit with the organization.

Implementing structured interview processes to ensure consistency and fairness in
the evaluation of candidates.

Leveraging technology-enabled tools, such as applicant tracking systems and video
interviews, to streamline the recruitment and selection process.

D. Onboarding and Orientation

Designing comprehensive onboarding programs to facilitate the smooth integration
of new hires into the organization.

Providing thorough orientation on the organization's policies, procedures, culture,
and expectations.

Implementing follow-up processes to ensure new hires are effectively acclimated
and supported during the initial stages of employment.

E. Challenges and Best Practices

Addressing the ongoing talent shortage and skills gaps in the labor market.
Promoting diversity, equity, and inclusion throughout the recruitment and selection
process.

Leveraging data analytics and HR technology to enhance the efficiency and
effectiveness of recruitment and selection activities.

Aligning recruitment and selection strategies with the organization's strategic goals
and workforce planning.



III. Employee Training and Development

Conducting regular skills assessments and performance reviews to identify
individual and organizational training needs.

Gathering input from managers and employees to understand the specific skills,
knowledge, and competencies required for success.

Aligning training and development initiatives with the organization's strategic
objectives and business goals.

B. Designing and Delivering Training Programs

Developing comprehensive training curriculums and learning plans to address the
identified training needs.

Selecting the appropriate training methods and delivery modes, such as classroom-
based training, online learning, on-the-job training, and mentoring.

Engaging subject matter experts, internal trainers, and external providers to design
and facilitate effective training sessions.

Leveraging technology-enabled training platforms and learning management
systems to enhance the accessibility and effectiveness of training.

C. Performance Management and Career Development

Implementing robust performance management systems, including goal setting,
ongoing feedback, and performance appraisals.

Providing opportunities for employee growth and advancement through internal
job postings, stretch assignments, and job rotations.

Establishing clear career paths and succession planning processes to support the
long-term development of employees.

Aligning individual career aspirations with the organization's talent management
strategies.

D. Evaluation and Continuous Improvement

Measuring the effectiveness of training and development initiatives through
various metrics, such as knowledge retention, skill improvement, and business
impact.

Gathering feedback from participants and stakeholders to identify areas for
improvement and refine future training programs.

Continuously updating and modernizing the training and development curriculum
to keep pace with evolving business needs and technological advancements.

E. Challenges and Best Practices



Ensuring the relevance and applicability of training content to the organization's
specific context and challenges.

Fostering a culture of continuous learning and development to support employee
engagement and retention.

Addressing the unique training needs of a multigenerational and diverse workforce.
Balancing the allocation of resources between technical/functional training and
broader professional development opportunities.

I'V. Compensation and Benefits Management
A. Compensation Structure and Design

Conducting regular market analysis to ensure the organization's compensation
levels are competitive and aligned with industry standards.

Developing a comprehensive compensation structure that includes base salary,
bonuses, incentives, and other monetary rewards.

Establishing clear and equitable compensation policies and guidelines to promote
internal pay equity.

Aligning the compensation structure with the organization's strategic objectives,
performance management system, and talent management goals.

B. Benefits and Perks Administration

Designing a comprehensive benefits package that includes health insurance,
retirement plans, paid time off, and other employee benefits.

Ensuring compliance with relevant labor laws and regulations, such as the
Employee Retirement Income Security Act (ERISA) and the Affordable Care Act.
Effectively communicating and educating employees on the available benefits and
perks to promote utilization and appreciation.

Continuously reviewing and updating the benefits package to adapt to changing
employee needs and market trends.

C. Payroll and Tax Compliance

Establishing and maintaining accurate payroll processing systems to ensure timely
and correct compensation for employees.

Ensuring compliance with federal, state, and local tax regulations, including
withholding, reporting, and remittance.

Addressing payroll-related queries and resolving any discrepancies or errors in a
timely manner.

Implementing robust internal controls and audit processes to maintain the integrity
of the payroll system.



D. Total Rewards and Employee Engagement

Developing a total rewards strategy that integrates monetary and non-monetary
compensation elements to enhance employee motivation and retention.
Fostering a culture of recognition and appreciation by implementing employee
recognition programs and celebrating achievements.

Gathering employee feedback and preferences to tailor the compensation and
benefits package to meet their evolving needs and preferences.

Aligning the total rewards strategy with the organization's overall talent
management and employee engagement initiatives.

E. Challenges and Best Practices

Addressing pay equity and internal pay parity concerns to promote fairness and
transparency.

Adapting the compensation and benefits structure to a diverse, multigenerational
workforce with varying needs and preferences.

Leveraging data analytics and HR technology to optimize the design and delivery
of compensation and benefits programs.

Balancing the investment in compensation and benefits with the organization's
financial resources and budgetary constraints.

V. Employee Relations and Engagement
A. Employee Communication and Feedback

Establishing effective channels of communication, such as town halls, team
meetings, and internal newsletters, to keep employees informed and engaged.
Encouraging open and transparent dialogue between managers and employees to
foster a culture of trust and collaboration.

Implementing employee feedback mechanisms, including surveys, suggestion
boxes, and open-door policies, to gather insights and address concerns.
Responding promptly and appropriately to employee inquiries, complaints, and
grievances to maintain positive employee relations.

B. Employee Engagement and Motivation

Designing and implementing employee engagement initiatives, such as recognition
programs, team-building activities, and professional development opportunities.
Fostering a positive and inclusive work culture that promotes employee well-being,
work-life balance, and a sense of belonging.

Empowering employees to take ownership of their work and contribute to the



organization's overall success.

Aligning the organization's values, mission, and goals with the personal aspirations
and motivations of employees.

C. Conflict Resolution and Dispute Management

Establishing clear policies and procedures for addressing workplace conflicts,
disputes, and disciplinary issues.

Providing managers with the necessary training and support to effectively handle
employee relations challenges.

Implementing a fair and impartial grievance handling process to address employee
concerns and complaints.

Collaborating with labor unions (if applicable) to maintain constructive labor-
management relations and resolve disputes.

D. Compliance with Employment Laws and Regulations

Ensuring the organization's policies, practices, and decision-making processes
comply with relevant employment laws, such as labor laws, anti-discrimination
regulations, and workplace safety standards.

Providing training and guidance to managers and employees on their rights and
responsibilities under various employment laws.

Collaborating with legal counsel to stay informed about changes in employment
legislation and adapt the organization's policies accordingly.

Maintaining accurate employee records and documentation to support compliance
efforts and address any legal or regulatory inquiries.

E. Challenges and Best Practices

Fostering a positive and engaged workforce in a remote or hybrid work
environment.

Addressing the evolving needs and expectations of a multigenerational workforce
with diverse backgrounds and preferences.

Promoting diversity, equity, and inclusion in the organization's employee relations
and engagement initiatives.

Balancing the organization's business objectives with the need to maintain positive
and constructive employee relations.

VI. Operational HR Policies and Procedures
A. Recruitment and Onboarding

Developing and maintaining comprehensive job descriptions that clearly outline



the roles, responsibilities, and required qualifications.

Implementing effective recruitment strategies, including job postings, employee
referrals, and collaboration with external hiring partners.

Designing structured onboarding programs to welcome new hires, provide them
with the necessary training and resources, and facilitate their integration into the
organization.

Ensuring compliance with relevant labor laws and regulations during the
recruitment and onboarding processes.

B. Time and Attendance Management

Establishing clear policies and procedures for tracking employee attendance, leave,
and time-off requests.

Implementing reliable timekeeping systems and processes to accurately record and
monitor employee work hours.

Ensuring compliance with labor laws and regulations related to overtime, paid time
off, and other time-related policies.

Providing managers and employees with the necessary tools and support to manage
time and attendance effectively.

C. Performance Management and Appraisals

Developing a robust performance management framework that includes goal
setting, ongoing feedback, and periodic performance reviews.

Aligning the performance management system with the organization's strategic
objectives and talent management initiatives.

Providing managers with the necessary training and resources to conduct effective
performance appraisals and provide meaningful feedback to employees.

Ensuring the performance management process is fair, transparent, and consistently
applied across the organization.

D. Employee Discipline and Termination

Establishing clear disciplinary policies and procedures that address various types
of misconduct or performance issues.

Ensuring due process is followed, including providing employees with the
opportunity to respond to allegations and appeal decisions.

Collaborating with legal counsel to ensure compliance with relevant labor laws and
regulations related to employee discipline and termination.

Documenting all disciplinary actions and termination decisions to maintain a
robust record-keeping system.

E. Operational HR Compliance and Risk Management



Staying informed about changes in employment laws, regulations, and industry
best practices that impact the organization's HR policies and procedures.
Conducting regular audits and reviews to identify potential compliance risks and
address any gaps or areas of concern.

Implementing effective internal controls, data privacy measures, and security
protocols to protect sensitive employee information.

Developing and regularly updating the organization's HR policies and procedures
to align with evolving business needs and legal requirements.

F. Challenges and Best Practices

Adapting HR policies and procedures to support remote or hybrid work
arrangements.

Balancing the need for standardization and consistency with the flexibility to
address unique employee situations.

Fostering a culture of continuous improvement and collaboration between HR and
other business functions.

Leveraging HR technology and data analytics to streamline operational HR
processes and inform decision-making.

VII. Operational HR Challenges and Best Practices
A. Adapting to Changing Workforce Dynamics

Addressing the needs and expectations of a multigenerational, diverse workforce
with varied preferences and work styles.

Developing effective strategies to manage a remote or hybrid workforce and
maintain employee engagement and productivity.

Implementing policies and programs that support employee well-being, work-life
balance, and mental health.

Fostering a inclusive and equitable work environment that promotes diversity,
equity, and inclusion.

B. Leveraging HR Technology and Data Analytics

Adopting and integrating HR technology solutions to streamline operational
processes and enhance decision-making.

Collecting, analyzing, and interpreting HR data to identify trends, measure the
effectiveness of HR initiatives, and inform strategic planning.

Ensuring the secure storage and responsible use of employee data, while
complying with data privacy regulations.

Upskilling HR professionals to effectively utilize HR technology and data analytics



tools.
C. Fostering a Culture of Continuous Improvement

Implementing regular audits and reviews to identify areas for improvement in HR
policies, processes, and practices.

Encouraging a culture of feedback, innovation, and collaboration between HR and
other business functions.

Providing ongoing training and development opportunities for HR professionals to
stay informed about industry trends and best practices.

Establishing effective change management strategies to successfully implement
HR initiatives and address organizational challenges.

D. Aligning HR with the Business Strategy

Actively partnering with business leaders to understand the organization's strategic
objectives and operational needs.

Designing HR programs and initiatives that directly support the achievement of the
organization's goals and priorities.

Demonstrating the value and impact of HR's contributions to the overall business
performance.

Adapting HR policies and practices to address emerging business challenges and
evolving market conditions.

E. Enhancing Operational Efficiency and Effectiveness

Streamlining HR processes and workflows to improve productivity, minimize
errors, and enhance the employee experience.

Standardizing HR policies and procedures, while maintaining the flexibility to
address unique situations.

Optimizing the use of HR technology and automation to drive operational
efficiency and free up HR professionals for strategic initiatives.

Fostering cross-functional collaboration and knowledge-sharing to leverage HR
expertise and best practices across the organization.

F. Navigating Regulatory Compliance and Risk Management

Staying informed about changes in employment laws, regulations, and industry
standards that impact the organization's HR policies and practices.
Implementing robust internal controls, data privacy measures, and security
protocols to protect sensitive employee information.

Collaborating with legal counsel and other subject matter experts to ensure the
organization's HR practices align with regulatory requirements.

Developing comprehensive business continuity and disaster recovery plans to



address potential disruptions or emergencies.
VIII. Conclusion

Operational human resource management plays a crucial role in ensuring the
effective and efficient management of an organization's most valuable asset - its
people. By establishing and maintaining robust HR policies, procedures, and
practices, organizations can create a work environment that supports employee
engagement, productivity, and overall well-being.

The key focus areas of operational HR management, as discussed in this guide,
include:

Recruitment and Onboarding: Developing effective strategies to attract, select, and
integrate new hires into the organization.

Time and Attendance Management: Implementing systems and processes to
effectively track and manage employee work hours, leave, and attendance.
Performance Management and Appraisals: Designing a comprehensive
performance management framework to align employee goals and contributions
with the organization's strategic objectives.

Employee Discipline and Termination: Establishing clear policies and procedures
to address and resolve employee conduct and performance issues.

Operational HR Compliance and Risk Management: Ensuring the organization's
HR practices adhere to relevant labor laws and regulations, while proactively
managing potential risks.

To effectively address the evolving challenges and opportunities in the world of
work, organizations must continuously adapt their operational HR strategies and
best practices. This includes leveraging technology and data analytics, fostering a
culture of continuous improvement, aligning HR with the overall business strategy,
and enhancing operational efficiency and effectiveness.

By prioritizing operational HR management, organizations can create a strong
foundation for their overall talent management efforts, empowering employees to
contribute to the organization's success and growth. As the business landscape
continues to evolve, a robust and adaptable operational HR function will remain a
critical component of organizational success.
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