UNIVERSITY OF MYSORE

Department of Studies in Social Wor
Manasagangotri, Mysore

K HR Zone
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In Collaboration with: HR Zone, Mysore
Is Organising:

“One Week Hands on experience based intellectual HR Practical Workshop on Indian Payroll System,
Labour Laws & Statutory Compliance along with advanced MS Office”

From 02-05-2023 to 07-005-2023 Place: Seminar Hall, Department of Studies in Social Work, Manasagangotri, Mysore.

Training Plan for “HR Practical Workshop™
Session - 11-

Session - 1

Training Outcome

Morning Session Afternoon Session

Day/| Introduction to HR career, Recruitment

1 Piiiaas: With the proper suggestions and guidance

given to the students in workshop they will be
Mock Interview and Group discussion for| ready to face any kind of core job interviews
individual student confidently.

Mock Interview & Group Discussion.

Introduction to HR Designations and Job
Rolls, Introduction to Recruitment process
and Resume Preparation

Day|CTC Break Up, Bonus, Gratuity and OT
2 Calculation

Introduction to CTC and its break up with
salary components. Calculation of Bonus,
Gratuity & OT including the forms
submitted to labour office.

Job Portals

Students will learn to design CTC and other

calculation with forms and formats used to

handle compliance. Also they will learn to
use the job portals for recruitment.

Introduction to Job Portals & giving
access for students as Employer. Portal
acuvity includes Employer Registration,
Posting Job and Downloading Resumes
of Shortlisted Candidates.

Attendance and Salary Register
Preparation with Advance Excel
Formulas.

Practical Scssion on Salary Process with
Advance Excel Formulas like V-
LOOKUP, H-LOOKUP, Mail merge etc,

Day| Introduction to PF, ESI and Salary

3 Register
Students will leam about basic benefits of

PF.ESI and will be ready to do the salary
process of employees. also they will learn
basics of MS-Excel with required formulas

PF Benefits with Account bifurcation. ESI
Benefits and introduction to accident
claims. Introduction to Muster Roll,

Attendance Register and Salary Register
calculation.

Day PF Wage Sheet Calculation I'T Calculations for Employees and

4 Compliance Handling.

Students will get to know how to generate PF

— - : : R ECR by prepaning PF wage sheet also they
Calcul PF Wage Sh P cul IT for Empl S J
alculating age Sheet and Preparing | Calculating IT for Employees with forms STl b this salenlation of T and the ficms

PF Upload Sheet in Excel and formats used :
used for the same.

PF, ESI and PT Challan generation in
their respective portals.

PF, EST and PT Challan generation in
their respective portals,

Day| Introduction to Statutory Compliance
5 and Contract Labor Act.

Introduction to statutory compliance
related to PFESI & IT, Introduction to
Contract Labour Act.

Students will learn the basics laws nvolved
in Industrial Relations and their practical
applicability.

Day| Intreduction to Govt Bodics, Domestic |Training and Development. Time office
6 Enquiry, EHS Audit. Functions, Full and Final Settlement.

Interactions of HR with Govt Bodics. Introduction to Training and
Process of Domestic Enquires, EHS- | Development. Time Office Activities and

EOHS Audit. Calculations involved in Full & Final
Settlement.

Students will learn about the interactions of a
HR with different Govt Bodies like Labour
Office, Pollution Control Board, etc. Also
they will get to know about Time office
activities in a company

Special Notes:
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