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Human Resources Kit For Dummies offers a wealth of practical information,
insights, and tools to help align an organization’s human resources practices and
policies with its overall business objectives. It provides detailed guidelines on
how to set up and implement successful HR practices, as well as actual tools you
can use right now – forms, templates, Web site links, and much more.

Whether you’re a small business owner or a HR professional, you’ll appreciate
this up-to-date guide to the most common HR functions, including hiring,
benefits administration, performance evaluation, and training. If you want to
create an employee-friendly workplace or find new ways to compensate your top
people, Human Resources Kit For Dummies gives you the information you need
to:

Develop a recruiting strategy●

Find great staffing sources●

Create the right benefits packages●

Make offers candidates accept●

Outsource and use temporary help●

Keep current on employment laws●

This helpful guide will help you get the maximum mileage out of job fairs and
online recruiting, create effective wage structures, dole out kudos and
discipline – and keep it all legal! You’ll get an overview of key issues impacting
HR administration, and understand how the process works, from staffing to
benefits. You’ll understand the changing needs and demands of both the
marketplace and your employees, discover new motivational techniques, and
develop wages and benefits packages that keep you competitive. You’ll find
expert advice on every aspect of HR, including:

Anti-discrimination legislation●

Developing a “flat” organization●

Recruiting on campus●

How to read a resume●

Interviewing prospective employees●

Wooing reluctant candidates●

Using temporary employees●

Measuring employee performance●

Firing or laying off employees●

Designing training and development plans●
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The book also includes a CD-ROM packed with vital forms and contracts, from
job application forms and sample employee policies to performance appraisals
and benefit plan worksheets. For small business owners or HR professionals who
need a helpful reference to the kinds of issues companies deal with daily, Human
Resources Kit For Dummies is the friendly guide that makes HR simple and easy.
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Human Resources Kit For Dummies offers a wealth of practical information, insights, and tools to help align
an organization’s human resources practices and policies with its overall business objectives. It provides
detailed guidelines on how to set up and implement successful HR practices, as well as actual tools you can
use right now – forms, templates, Web site links, and much more.

Whether you’re a small business owner or a HR professional, you’ll appreciate this up-to-date guide to the
most common HR functions, including hiring, benefits administration, performance evaluation, and training.
If you want to create an employee-friendly workplace or find new ways to compensate your top people,
Human Resources Kit For Dummies gives you the information you need to:

Develop a recruiting strategy●

Find great staffing sources●

Create the right benefits packages●

Make offers candidates accept●

Outsource and use temporary help●

Keep current on employment laws●

This helpful guide will help you get the maximum mileage out of job fairs and online recruiting, create
effective wage structures, dole out kudos and discipline – and keep it all legal! You’ll get an overview of key
issues impacting HR administration, and understand how the process works, from staffing to benefits. You’ll
understand the changing needs and demands of both the marketplace and your employees, discover new
motivational techniques, and develop wages and benefits packages that keep you competitive. You’ll find
expert advice on every aspect of HR, including:

Anti-discrimination legislation●

Developing a “flat” organization●

Recruiting on campus●

How to read a resume●

Interviewing prospective employees●

Wooing reluctant candidates●

Using temporary employees●

Measuring employee performance●

Firing or laying off employees●

Designing training and development plans●

The book also includes a CD-ROM packed with vital forms and contracts, from job application forms and
sample employee policies to performance appraisals and benefit plan worksheets. For small business owners
or HR professionals who need a helpful reference to the kinds of issues companies deal with daily, Human
Resources Kit For Dummies is the friendly guide that makes HR simple and easy.
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Editorial Review

About the Author
As chairman and CEO of Robert Half International Inc. (RHI), the world's largest specialized staffing firm,
Max Messmer is one of the foremost experts on human resources and employment issues. His entire
business is built on the premise that the success of any company is based on the extent to which attracting
and keeping outstanding talent is a top priority.
Messmer has written several critically acclaimed books, including Job Hunting For Dummies (IDG Books
Worldwide, 1995, 1999), The Fast Forward MBA in Hiring (John Wiley & Sons, Inc., 1998), 50 Ways to Get
Hired (William Morrow & Co., Inc., 1994), and Staffing Europe (Acropolis Books Ltd., 1991). Messmer's
expertise has been featured in major business publications such as Fortune, Forbes, and The Wall Street
Journal, and he has also written hundreds of bylined articles and columns on job seeking, employment, and
management topics.
Robert Half International (NYSE symbol: RHI), a Fortune 1000 firm, ranked in the top 1 percent of all firms
actively traded on the New York Stock Exchange, based on returns to investors for the five-year period
ending 12/31/98. Messmer's company is the only staffing firm included in this top ranking. RHI was also one
of only 31 companies to be included on The Wall Street Journal's 1998 Honor Roll" for its stock market
returns to investors for the previous one-, three-, five- and ten-year periods ending 12/31/97, and was
recently included in Fortune magazine's list of "America's Greatest Wealth Creators" and in Forbes'
"Platinum List" for exceptional investor returns and growth among business services firms.
Founded in 1948, the company's specialized temporary, project, and full-time staffing services include
Accountemps, Robert Half, and RHI Management Resources, for accounting and finance; RHI Consulting,
for information technology; OfficeTeam, for highly skilled office support; and The Affiliates, for legal
staffing. The company serves its clients and candidates through more than 230 offices worldwide and
through online job search services at its divisional Web sites.
Messmer has been ranked by Chief Executive magazine among the Top 100 CEOs in the nation for the past
four consecutive years. He is a member of the board of directors of a number of major corporations,
including Airborne Freight Corporation, Health Care Property Investors, Inc., and Spieker Properties, Inc.
Previously, Messmer served on the boards of First Interstate Bancorp, NationsBank (of North Carolina),
Pacific Enterprises, and Southern California Gas Company, among others. During the Reagan
administration, he served on the President's Advisory Committee on Trade Negotiations. Messmer was
valedictorian of his graduating class at Loyola University, and also graduated cum laude from the New York
University School of Law.
For expert advice on the legal issues currently impacting HR, Human Resources Kit For Dummies
incorporates the sage counsel of O'Melveny & Myers LLP, one of the world's largest and most preeminent
law firms and a leading specialist on employee benefits law. The Los Angeles-based firm was founded in
1885 and today has offices throughout the United States and abroad. Its primary practice areas include Labor
and Employment; Corporations; Trade and International Law, Litigation; Entertainment/Media/Internet and
Intellectual Property; Real Estate, Environmental and Natural Resources; and Tax and Bankruptcy. Of
particular value were the contributions of one of the firm's senior partners, Scott Dunham, a top employment
law expert.

Users Review

From reader reviews:
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Olga Noone:

Throughout other case, little people like to read book Human Resources Kit for Dummies. You can choose
the best book if you'd prefer reading a book. Provided that we know about how is important some sort of
book Human Resources Kit for Dummies. You can add knowledge and of course you can around the world
by a book. Absolutely right, simply because from book you can recognize everything! From your country
right up until foreign or abroad you may be known. About simple thing until wonderful thing you may know
that. In this era, we can open a book or even searching by internet unit. It is called e-book. You can use it
when you feel bored to go to the library. Let's examine.

Virginia Warriner:

This Human Resources Kit for Dummies are usually reliable for you who want to be a successful person,
why. The reason of this Human Resources Kit for Dummies can be on the list of great books you must have
will be giving you more than just simple examining food but feed you with information that maybe will
shock your preceding knowledge. This book is definitely handy, you can bring it all over the place and
whenever your conditions at e-book and printed ones. Beside that this Human Resources Kit for Dummies
forcing you to have an enormous of experience including rich vocabulary, giving you demo of critical
thinking that we understand it useful in your day task. So , let's have it and luxuriate in reading.

Joseph Singleton:

The reason? Because this Human Resources Kit for Dummies is an unordinary book that the inside of the
publication waiting for you to snap that but latter it will surprise you with the secret that inside. Reading this
book beside it was fantastic author who all write the book in such amazing way makes the content interior
easier to understand, entertaining approach but still convey the meaning thoroughly. So , it is good for you
because of not hesitating having this ever again or you going to regret it. This amazing book will give you a
lot of gains than the other book have such as help improving your proficiency and your critical thinking
method. So , still want to hold off having that book? If I were you I will go to the publication store hurriedly.

Mary Grubb:

As a pupil exactly feel bored to reading. If their teacher asked them to go to the library or even make
summary for some publication, they are complained. Just tiny students that has reading's spirit or real their
hobby. They just do what the professor want, like asked to the library. They go to generally there but nothing
reading seriously. Any students feel that reading through is not important, boring in addition to can't see
colorful pictures on there. Yeah, it is to be complicated. Book is very important for you personally. As we
know that on this age, many ways to get whatever we really wish for. Likewise word says, many ways to
reach Chinese's country. Therefore this Human Resources Kit for Dummies can make you truly feel more
interested to read.
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