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HR 101 
DURATION: 2 DAYS 

Workshop Date Investment Rate 
Early Bird Rate 

(Until June 26, 2018) 

July 25-26, 2018 7,888 PHP + VAT 6,888 PHP + VAT 

HR is not a department; it’s a shared responsibility between the people in charge of HR and the ones 

who are directly responsible for their performance, the Line Managers and Supervisors. To think that 

this is not true is to risk having disjointed efforts to align people with organizational goals. 

Strong collaboration between HR and Line management is crucial to the success of organizational 

endeavor to align people with goals. In order for this strategic partnership to work, HR and the line 

should have a shared knowledge about their HR-related responsibilities in the same way that HR needs 

to align all its actions with the goals of the organization and in consideration of the nuances of business 

operations. 

This HR 101 Training is useful to those who are being given a human resource development and 

management assignment and those who wish to immerse their supervisors in HR work because they 

believe that people management should not be the sole province of the HR Department. 

Workshop Objectives 

The goal of this learning session is to help HR and non-HR supervisors appreciate the roles they and HR 

play in; 

 Getting the right people for the right jobs; 

 Managing their performance ; 

 Preparing them for bigger responsibilities; 

 Maintaining Discipline in the workplace; and 

 Retaining talents 

 

 

 

 

 

 

 

 



 
846-8054; 459 9603; information@exeqserve.com 

 

3 | P a g e  
View Training Outlines at www.exeqserve.com 

HR 101 Outline 
Time Topics Process Objectives 

DAY 1 
8:00 to 9:00 

Introduction 

 Why HR/Line Synergy Works? 

 The  HR roles of Line Managers 

 Needed HR Competencies for Line Managers 

 Describe the role of HR Department in helping line 
managers/leaders manage their human resources 

 Describe the roles and needed competencies of line managers 
in order to effectively carry out their people management tasks 

9:00 to 12:00 
(including 15 
mins snack) 

Module 1: Recruitment 

 Clarifying your hiring expectations 

 Developing your interviewing skills 

 Participating in the on-boarding process 

 Explain the importance of setting all  expectations clearly to 
avoid too much guesswork in recruitment process 

 Identify steps in the screening process 

 Demonstrate skills in using behavioral interviewing 

 Describe the roles of line managers in the new employee on-
boarding process. 

1:00 3:00 Module 2: Human Resource Development 

 Identifying your staff’s training needs 

 Identifying tactics for addressing learning 
needs. 

 Supporting training with ongoing coaching 
and mentoring 

 Describe steps in identifying employees’ learning needs. 

 Identify tactics for addressing training needs 

 Enumerate steps in preparing learners for training and 
following through with ongoing coaching and mentoring 

3:15 to 5:00 Module 3: Performance Management 

 Setting performance goals 

 Monitoring performance 

 Developing capacity to perform 

 Appraising performance 

 Rewarding and recognizing performance 

 Identify steps in making full use of performance management 
to help improve people’s performance. 

DAY 2 
8 :00 to 10:00 

Module 4: Employee Career and Succession 
Planning 

 Career planning 

 Succession planning 

 Describe the importance of career planning in keeping 
employees engaged. 

 Describe the importance of succession planning in avoiding 
disruptions in the company due to employee departure 

 Identify tactics for career planning and the roles managers play 
in the process. 

10:15 to 
12:00 

Module 5: Employee Engagement 

 Line managers’ role in keeping employees 
engaged 

 Engagement strategies and tactics 

 Describe role of line managers in keeping employees engaged 

 Identify strategies for putting together an effective employee 
engagement program 

1:00 to 4:00 Module 6: Governance and Policy 
implementation 

 Line manager’s  role in writing policies 

 Ensuring compliance in the workplace 

 Maintaining discipline 

 Explain the importance of line management participation in 
policy making and implementation 

 Describe needed compliance to regulatory requirement when 
addressing company policy violations. 

4:00 to 5:00 Re-entry Action Plan 

 Putting learning to action 
 Identify the necessary next steps in order to apply learning to 

the workplace. 
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Edwin C. Ebreo 

President, ExeQserve, Corporation 

Edwin is the founder and President of 

ExeQserve, Corporation, an HR 

Solutions Company. He is also the 

company’s head consultant for 

Organization Development and Human 

Resource Development.  

Ed developed his skills in training, recruitment, human resource management, organization development and 

management consulting through twenty years of collective experience in the retail, financial, BPO and HR consulting 

business.  

Before his founding of ExeQserve, Ed was HR Director/Manager for CheQ Systems, Athena E-Services and PET Plans’ 

Subsidiary Companies. He was also Head of Training for SPI Technologies, Inc. and Philippine Seven Corporation, the 

local franchise owner of 7-Eleven Convenience Stores.  

HRMD Strategies Development and Implementation 

Ed facilitated a number of strategy formulation, policy writing and change management for the implementation of 

employee handbooks, compensation programs, performance management system,  competency-based HRD, 

incentive schemes and retention programs for companies like CORE, Mobext, Numlock, ALC holdings, SEARCA, 

Tenkiebox, Provincial Governments of Bohol and Guimaras. 

Learning Activity Design and Implementation 

Ed developed dozens of courses and workshops on topics like high performance leadership, supervision, 

management, change, creativity, coaching, personal effectiveness, values alignment, career planning, maintaining 

discipline in the workplace, trainers’ training, presentation skills enhancement, assertive communication, strategic 

planning and team building. His creativity and skill in learning activity design enables Ed to customize programs based 

on the identified needs of clients.  

Industry Experience 

Ed has worked with organizations in various industries and sectors. He is an accredited learning service provider of 

Philippine-Australia Human Resource and Organization Development Facility (PAHRODF) and has done work for 

OPAPP, NEDA, NAMRIA, DILG and two provincial governments through the facility. He worked closely with 

companies in the IT, Financial, Marketing, Manufacturing and other service industries in identifying their needs, 

formulating, customizing and delivering solutions that lead to desired results.  

Personal Advocacies  

Ed is particularly passionate about helping develop skills of the HR practitioners in the country and develop the 

careers of individuals through his blogs http://anythinghr.blogspot.com and http://pinoycareercoach.blogspot.com. 

He is also an active member of Toastmasters where he helps mentor members who wish to enhance their public 

speaking skills.   

Ed took up Mass Communication at New Era University and has completed various training programs that helped 

him develop his competence in leading and training. His most important education is his experience as human 

resource development professional helping companies achieve their full potential through their people. 

http://anythinghr.blogspot.com/
http://pinoycareercoach.blogspot.com/

