
Certified Human Resource Officer (CHRO) 

Introduction  

The Certified Human Resource Officer (CHRO) certification is designed to equip individuals 
with the knowledge and skills required to succeed as a human resources professional. As 
businesses and organizations become more complex and diverse, the role of HR professionals 
has become increasingly critical. This certification program is intended for individuals who 
seek to enhance their HR skills and knowledge in order to make meaningful contributions to 
their organizations. 

The program covers a wide range of topics related to human resources, including recruitment 
and selection, performance management, compensation and benefits, employee relations, and 
legal compliance. Participants will also learn about HR strategy and its role in supporting 
organizational objectives. The program is delivered by experienced HR professionals who 
will share their practical insights and knowledge with participants. 

Program Learning Outcomes  

By completing this certification, participants will be equipped with the tools and knowledge 
required to effectively manage their organization's human resources function. They will be 
able to contribute to the strategic direction of their organization and provide valuable insights 
to senior leadership. Additionally, this certification program prepares individuals for further 
certification as a Senior Human Resource Professional (SHRP) or as a Human Resource 
Business Partner (HRBP). 

Who should attend ? 

●​ HR Officer 
●​ Executive 
●​ Associate 
●​ HR Analyst 
●​ HR Generalist 
●​ HR Intern 

Area of Coverage  

 

I. Introduction to Human Resource Officer Role 

●​ Overview of the HR Officer role and responsibilities 
●​ Differences between HR Officer and HR Manager 
●​ Key competencies and skills required for HR Officer 

II. Employment Law and Regulations 

●​ Understanding of employment law and regulations 
●​ Familiarity with EEOC, ADA, FLSA, and other relevant laws 
●​ Ensuring compliance with legal requirements 

III. Recruitment and Selection 
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●​ Best practices in sourcing and recruiting candidates 
●​ Effective interviewing techniques and selection methods 
●​ Strategies for onboarding and retaining new hires 

IV. Employee Relations 

●​ Creating and enforcing HR policies and procedures 
●​ Effective conflict resolution techniques 
●​ Strategies for managing employee performance and productivity 

V. Compensation and Benefits 

●​ Designing and managing employee compensation programs 
●​ Understanding employee benefits and retirement plans 
●​ Ensuring compliance with relevant laws and regulations 

VI. Employee Training and Development 

●​ Developing and implementing employee training and development programs 
●​ Conducting effective employee training sessions 
●​ Measuring the effectiveness of training programs 

VII. Performance Management 

●​ Developing performance metrics and benchmarks 
●​ Providing effective feedback and coaching 
●​ Conducting performance evaluations and managing employee development 

VIII. Employee Records and Data Management 

●​ Managing employee records and ensuring privacy and confidentiality 
●​ Data management and analysis to support HR decision making 

IX. HR Metrics and Analytics 

●​ Understanding HR metrics and analytics 
●​ Measuring and reporting HR outcomes and performance 
●​ Using data to inform HR strategy and decision-making 

X. Ethics and Professionalism in HR 

●​ Understanding ethical considerations in HR decision-making 
●​ Maintaining confidentiality and privacy in HR operations 
●​ Demonstrating professionalism and integrity in all HR activities 
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