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1. Entry-Level HR Roles

Entry-level HR roles focus on administrative tasks and providing support to the
HR department.

Roles and Responsibilities:

HR Assistant
o Maintain employee records and files.

o Assist in the recruitment process by scheduling interviews.
o Respond to employee queries about HR policies.

HR Coordinator

o Coordinate employee onboarding and offboarding processes.

o Support HR events and training sessions.
o Manage HR calendars and assist in policy documentation.

HR Administrator
o Process employee paperwork and ensure compliance.

o Handle payroll inputs and data entry.
o Manage attendance and leave records.

Recruitment Assistant

o Source and screen candidates for open roles.
o Post job advertisements and update job boards.
o Communicate with candidates regarding interview schedules.

Payroll Assistant

o Ensure timely and accurate payroll processing.
o Handle employee salary queries.

o Assist in tax filings and benefits administration.




®MHRM

\ 2
J’ Maxpre HR Management
Training Institute

2. Mid-Level HR Roles

Mid-level HR roles require strategic thinking and managing teams or projects.

Roles and Responsibilities:

HR Generalist
o Manage recruitment, onboarding, and employee lifecycle processes.
o Handle employee grievances and maintain compliance.

o Coordinate performance reviews and training programs.

HR Manager
o Oversee the HR department and implement HR strategies.
o Monitor compliance with labor laws and company policies.

o Drive organizational development initiatives.

Recruitment Specialist
o Develop recruitment strategies to attract top talent.
o Conduct interviews and manage candidate pipelines.
o Collaborate with department heads for workforce planning.

Talent Acquisition Specialist
o Build employer branding strategies.
o Analyze recruitment metrics and improve processes.

o Manage candidate relationship management (CRM) tools.

Training and Development Specialist
o Design and deliver employee training programs.
o Assess training needs through surveys and interviews.
o Evaluate the effectiveness of training initiatives.
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Payroll Manager
o Ensure payroll accuracy and compliance with tax regulations.
o Implement payroll software systems and processes.
o Manage employee benefits programs.

Employee Relations Specialist
o Resolve workplace conflicts and improve employee morale.
o Conduct investigations into employee grievances.
o Develop strategies to enhance workplace relationships.

Compensation and Benefits Manager
o Design competitive salary structures and benefits packages.
o Conduct market research to benchmark compensation.
o Ensure compliance with tax laws and benefits regulations.

HR Business Partner (HRBP)
o Collaborate with leadership to aligh HR practices with business goals.
o Drive change management initiatives.
o Provide strategic input on workforce planning.

Performance Management Specialist
o Design and implement performance appraisal systems.
o Develop employee development plans.
o Monitor organizational productivity metrics.
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3. Senior-Level HR Roles

Senior roles involve leadership, strategy, and oversight of HR operations.
Roles and Responsibilities:

e HR Director
o Define and oversee the HR strategy and policies.
o Ensure compliance with legal and regulatory requirements.

o Lead talent management and succession planning initiatives.

e HR Operations Manager
o Streamline HR processes and operational workflows.
o Oversee HR analytics and reporting.

© Manage HR technology platforms and systems.

e Talent Management Director
o Develop strategies for identifying and retaining top talent.
o Design leadership development programs.

o Monitor employee engagement and career progression.

e Learning and Development Manager
o Lead the organization’s learning and development strategy.
o Assess the impact of training programs on organizational goals.

© Manage a team of trainers and external consultants.
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e Compensation and Benefits Director
o Set long-term compensation strategies aligned with company
objectives.
o Oversee benefits negotiations and policy reviews.

o Monitor compliance with global compensation laws.

e Employee Experience Manager
o Enhance employee engagement through initiatives and feedback
systems.
o Monitor workplace culture and make improvements.

o Develop programs to boost employee retention.

e HRBP Lead
o Lead a team of HR Business Partners.
o Align organizational goals with workforce strategies.

o Act as a key advisor to senior leadership.
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4. Executive-Level HR Roles

Executive HR roles focus on organizational leadership, strategy, and

shaping the company culture.

Roles and Responsibilities:

e Chief Human Resources Officer (CHRO)
o Set the overall vision for HR strategy.
o Lead mergers and acquisitions from an HR perspective.
o Serve as a strategic advisor to the CEO and board of directors.
o
e Vice President of HR
o OQversee multiple HR departments.
o Drive initiatives for global workforce alighment.
o Champion diversity and inclusion efforts.
o
e Senior HR Advisor
o Provide strategic consultation to C-suite executives.
o Lead organizational transformation projects.
o Develop and monitor key HR metrics.
o
e Chief People Officer (CPO)
o Build a strong organizational culture.

© Manage large-scale HR budgets and investments.

o Lead innovative workforce planning and engagement strategies.
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5. Specialized HR Roles

Specialized roles require niche skills to address specific areas within HR.

Roles and Responsibilities:

e HR Analytics Specialist
o Analyze HR data to identify trends and insights.
o Create dashboards for workforce metrics.

o Predict workforce needs using advanced analytics.

e Diversity, Equity, and Inclusion (DEI) Manager
o Develop and implement DEI strategies.
o Monitor diversity metrics and set goals.

o Train employees on inclusive practices.

e HR Compliance Officer
o Ensure the organization adheres to labor laws and ethical
standards.
o Conduct internal audits and risk assessments.

o Develop compliance training programs for employees.

e Organizational Development Specialist
o Facilitate change management and cultural transformation.
o Assess and improve organizational structures.

o Lead initiatives to boost productivity and efficiency.
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e HR Systems Manager (HRIS)
o Manage HR software systems and ensure data integrity.
o Oversee system upgrades and troubleshoot issues.

o Provide training on HR technology to staff.

e Talent Acquisition Director
o Develop long-term hiring strategies.
o Build partnerships with external recruitment agencies.

o Lead executive search initiatives.

e Employee Engagement Manager
o Design programs to enhance employee satisfaction.
o Conduct engagement surveys and act on feedback.

o QOrganize events to boost team morale.

¢ HR Strategy Consultant
o Advise organizations on improving HR processes.
o Conduct workforce planning and strategy sessions.

o Provide solutions to optimize employee productivity.
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