
HR For Beginners 

Training Brochure



Launching Future HR Professionals 

for Workplace Success

•  Learn the Basics     • Build HR Skills 

             •Kickstart Your HR Career



Audience

HR is a critical function in every organization, but many beginners struggle to 

understand where to start. This program provides the essential foundation for 

anyone looking to enter or transition into Human Resource Management.

Ideal for:

• Fresh Graduates aspiring to HR roles

• Administrative Staff looking to transition into HR
• NYSC Members & Early Career Professionals

• Entrepreneurs handling their own HR functions

• Anyone interested in building a career in Human Resource Management



Course 
Overview

Course Description

The HR for Beginners Program introduces participants to the 

fundamental principles of Human Resource Management. With a 

blend of practical examples and case studies, it equips learners 

with the confidence to handle entry-level HR tasks and prepares 
them for advanced HR certifications.



Course Outline
• Introduction to Human Resource Management

• Understanding HR Roles & Responsibilities

• Employee Recruitment & Selection Basics

• HR Documentation & Record-Keeping

• Payroll & Leave Management Essentials

• Introduction to Performance Management

• HR Policies & Compliance (Local & Global Best Practices)

•  HR Technology Basics (MS Excel for HR, HRIS introduction)

• Case Studies in Strategic HR Planning (Global & Nigerian Contexts)

• Digital Tools for Workforce Planning (HRIS, Data Dashboards)



Training Details

Duration: 3 days

Training Fee: N150,000



Thank you

Hub 43, 2nd Floor 8, Jubilee way, 

CMD Road Magodo Lagos

08033437278 ; 08094435952 

info@alfred-victoria.com 

www.alfred-victoria.com
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