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Includes a variety of practical matters encountered in the management of the HR Department, such as -

. Job Requisition

Job Analysis The Forms: how and

" when they are nsed,
Job Specification with explanations.
Job Description

Employment. Fixed Term Contract
Changes 1o Employee’s Benefits

Changes to Job Descriplion

Secondment of Employee

Transfer on Merger or Acquisition

Motice of Domestic Inquiry & Charge Sheet
Record-keeping for Verbal Warmnings
Enforcing Confidentiality at Work

The Domestic Inguiry (D)

Chairman of DI Panel: Appomntment
Panel Members for DI Appointment
Minutes of DI: How it is done

Report an DI to the Management

DI: Witnesses of Company/Employes
Employee Absent from DI What to do
Employee Pleads Guilty at DI What to do
Suggested Sealing Arrangement for DI
Compassionate Leaves

Employee Suggestion Scheme

Motice of Business Merger



