PHR and SPHR Test Specifications
The percentages that follow each functional area heading are the PHR and SPHR percentages, respectively. 

01 STRATEGIC MANAGEMENT (12%, 26%) 

The processes and activities used to formulate HR objectives, practices and policies to meet the short- and long-range organizational needs and opportunities, to guide and lead the change process and to evaluate HR's contributions to organizational effectiveness. 
Responsibilities: 

01 Interpret information related to the organization's operations from internal sources, including financial/accounting, marketing, operations, information technology and individual employees, in order to participate in strategic planning and policy-making. 

02 Interpret information related to the general business environment, industry practices and developments, and technological developments from external sources (for example, publications, government documents, media and trade organizations), in order to participate in strategic planning and policy-making. 

03 Participate as a partner in the organization's strategic planning process. 

04 Establish strategic relationships with individuals in the organization, to influence organizational decision-making. 

05 Establish relationships/alliances with key individuals in the community and in professional capacities to assist in meeting the organization's strategic needs. 

06 Evaluate HR's contribution to organizational effectiveness, including assessment, design, implementation and evaluation of activities with respect to strategic and organizational measurement in HR objectives. 

07 Provide direction and guidance during changes in organizational processes, operations, planning, intervention, leadership training and culture that balances the expectations and needs of the organization, its employees and other stakeholders (including customers). 

08 Develop and shape organizational policy related to the organization's management of its human resources. 

09 Cultivate leadership and ethical values in self and others through modeling and teaching. 

10 Provide information for the organizational budgeting process, including budget development and review. 

11 Monitor the legislative environment for proposed changes in law and take appropriate action to support, modify or stop the proposed action (for example, write to a member of Congress, provide expert testimony at a public hearing, lobby legislators). 

Knowledge of: 
01 Lawmaking and administrative regulatory processes. pp. 94-97, 104-105

02 Internal and external environmental scanning techniques. pp. 63-66

03 Strategic planning process and implementation.  pp. 63-69, 671-680

04 Organizational social responsibility (for example, welfare to work, philanthropy, alliances with community-based organizations). --

05 Management functions, including planning, organizing, directing and controlling. --

06 Techniques to sustain creativity and innovation. pp. 69-70, 137, 158-166, 397-399

02 WORKFORCE PLANNING AND EMPLOYMENT (26%, 16%) 

The processes of planning, developing, implementing, administering and performing ongoing evaluation of recruiting, hiring, orientation and organizational exit, to ensure that the workforce will meet the organization's goals and objectives. 

Responsibilities: 

01 Identify staffing requirements to meet the goals and objectives of the organization. 

02 Conduct job analyses to write job descriptions and develop job competencies. 

03 Identify and document the essential job functions for positions. 

04 Establish hiring criteria based on the competencies needed. 

05 Assess internal workforce, labor market and recruitment agencies to determine the availability of qualified applicants. 

06 Identify internal and external recruitment methods and implement them within the context of the organization's goals and objectives. 

07 Develop strategies to market the organization to potential applicants. 

08 Establish selection procedures, including interviewing, testing and reference, and background checking. 

09 Implement selection procedures, including interviewing, testing and reference, and background checking. 

10 Develop and/or extend employment offers. 

11 Perform or administer post-offer employment activities (for example, employment agreements, completion of I-9 verification form, relocation agreements and medical exams). 

12 Facilitate and/or administer the process by which non-U.S. citizens can legally work in the United States. 

13 Design, facilitate and/or conduct the orientation process, including review of performance standards for new hires and transfers. 

14 Evaluate selection and employment processes for effectiveness and implement changes, if indicated (for example, employee retention). 

15 Develop a succession planning process. 

16 Develop and implement the organizational exit process, including unemployment insurance claim responses. 

17 Develop, implement, manage and evaluate affirmative action program(s), as may be required. 

Knowledge of: 
07 Federal/state/local employment-related laws (for example, Title VII, ADA, ADEA, Vietnam Veterans, WARN) and regulations (for example, EEOC Uniform Guidelines on Employee Selection Procedures). pp. 97-116, 231-234

08 Immigration law (for example, visas, I-9). -- 

09 Quantitative analyses required to assess past and future staffing (for example, cost benefit analysis, costs per hire, selection ratios, adverse impact).  pp. 109-112, 205, 679-681

10 Recruitment methods and sources. pp. 197-204

11 Staffing alternatives (for example, telecommuting, outsourcing).  pp. 19, 188-192

12 Planning techniques (for example, succession planning, forecasting).  pp. 177-181, 414-416

13 Reliability and validity of selection tests/tools/methods.  pp. 219-228

14 Use and interpretation of selection tests (for example, psychological/personality, cognitive and motor/physical assessments). pp. 237-245

15 Interviewing techniques. pp. 234-237

16 Relocation practices. --

17 Impact of compensation and benefits plans on recruitment and retention.  pp. 463-468, 504, 
521-526, 534-538, 554, 561-564

18 International HR and implications of international workforce for workforce planning and employment. pp. 628-656

19 Downsizing and outplacement. pp. 184-188, 433

20 Internal workforce planning and employment policies, practices and procedures. pp. 177-181, 396-402, 414-416
03 HUMAN RESOURCE DEVELOPMENT (15%, 13%) 
The processes of ensuring that the skills, knowledge, abilities and performance of the workforce meet current and future organizational and individual needs through developing, implementing and evaluating activities and programs addressing employee training and development, change and performance management and the unique needs of particular employee groups. 

Responsibilities: 
01 Conduct needs analyses to identify and establish priorities regarding human resource development activities. 

02 Develop training programs. 

03 Implement training programs. 

04 Evaluate training programs. 

05 Develop programs to assess employees' potential for growth and development in the organization. 

06 Implement programs to assess employees' potential for growth and development in the organization. 

07 Evaluate programs to assess employees' potential for growth and development in the organization. 

08 Develop change management programs and activities. 

09 Implement change management programs and activities. 

10 Evaluate change management programs and activities. 

11 Develop performance management programs and procedures. 

12 Implement performance management programs and procedures. 

13 Evaluate performance management programs and procedures. 

14 Develop programs to meet the unique needs of particular employees (for example, work/family programs, diversity programs, outplacement programs, repatriation programs and fast-track programs). 

15 Implement programs to meet the unique needs of particular employees (for example, work/family programs, diversity programs, outplacement programs, repatriation programs and fast-track programs). 

16 Evaluate programs to meet the unique needs of particular employees (for example, work/family programs, diversity programs, outplacement programs, repatriation programs and fast-track programs). 

Knowledge of: 
21 Applicable international, federal, state and local laws and regulations regarding copyrights and patents. -- 

22 Human resource development theories and applications (including career development and leadership development). pp. 385-405, 406-413, 416-417

23 Organizational development theories and applications. --

24 Training methods, programs and techniques (design, objectives, methods, etc.). pp. 280-298

25 Employee involvement strategies. pp. 269-271, 273-277

26 Task/process analysis. pp. 257-269

27 Performance appraisal and performance management methods. pp. 340-373

28 Applicable international issues (for example, culture, local management approaches/practices, societal norms). pp. 302-312, 631-636, 649-651

29 Instructional methods and program delivery (content, building modules of program, selection of presentation/delivery mechanism).  pp. 280-298

30 Techniques to assess HRD program effectiveness (for example, satisfaction, learning and job performance of program participants and organizational outcomes such as turnover and productivity).  pp. 298-302
04 COMPENSATION AND BENEFITS (20%, 16%) 
The processes of analyzing, developing, implementing, administering and performing ongoing evaluation of a total compensation and benefits system for all employee groups consistent with human resource management goals. 

Responsibilities: 
01 Ensure the compliance of compensation and benefits with applicable federal, state and local laws. 

02 Analyze, develop, implement and maintain compensation policies and a pay structure consistent with the organization's strategic objectives. 

03 Analyze and evaluate pay rates based on internal worth and external market 
conditions. 

04 Develop/select and implement a payroll system. 

05 Administer payroll functions. 

06 Evaluate compensation policies to ensure that they are positioning the organization internally and externally according to the organization's strategic objectives. 

07 Conduct a benefit plan needs assessment and determine/select the plans to be offered, considering the organization's strategic objectives. 

08 Implement and administer benefit plans. 

09 Evaluate benefits program to ensure that it is positioning the organization internally and externally according to the organization's strategic objectives. 

10 Analyze, select, implement, maintain and administer executive compensation, stock purchase, stock options and incentive and bonus programs. 

11 Analyze, develop, select, maintain and implement expatriate and foreign national compensation and benefit programs. 

12 Communicate the compensation and benefits plan and policies to the workforce. 

Knowledge of: 
31 Federal, state and local compensation and benefit laws (for example, FLSA, ERISA, COBRA). pp. 488-492, 539-549

32 Accounting practices related to compensation and benefits (for example, excess group term life, compensatory time).  pp. 535-538, 565-566

33 Job evaluation methods. pp. 468-469

34 Job pricing and pay structures. pp. 468-487

35 Incentive and variable pay methods. pp. 504-520
36 Executive compensation. pp. 487-488, 520

37 Noncash compensation methods (for example, stock option plans). pp. 514-515

38 Benefit needs analysis. pp. 534-538

39 Benefit plans (for example, health insurance, life insurance, pension, education, health club). pp. 538-564

40 International compensation laws and practices (for example, expatriate compensation, socialized medicine, mandated retirement). 549, 651-653
05 EMPLOYEE AND LABOR RELATIONS (21%, 24%) 
The processes of analyzing, developing, implementing, administering and performing ongoing evaluation of the workplace relationship between employer and employee (including the collective bargaining process and union relations), in order to maintain effective relationships and working conditions that balance the employer's needs with the employees' rights in support of the organization's strategic objectives. 

Responsibilities: 

01 Ensure compliance with all applicable federal, state and local laws and regulations. 

02 Develop and implement employee relations programs that will create a positive organizational culture. 

03 Promote, monitor and measure the effectiveness of employee relations activities. 

04 Assist in establishing work rules and monitor their application and enforcement to ensure fairness and consistency (for union and nonunion environments). 

05 Communicate and ensure understanding by employees of laws, regulations and organizational policies. 

06 Resolve employee complaints filed with federal, state and local agencies involving employment practices. 

07 Develop grievance and disciplinary policies and procedures to ensure fairness and consistency. 

08 Implement and monitor grievance and disciplinary policies and procedures to ensure fairness and consistency. 

09 Respond to union organizing activity. 

10 Participate in collective bargaining activities, including contract negotiation and administration. 

Knowledge of: 
41 Applicable federal, state and local laws affecting employment in union and nonunion environments, such as antidiscrimination laws, sexual harassment, labor relations and privacy. pp. 106-120, 590-600

42 Techniques for facilitating positive employee relations (for example, small group facilitation, dispute resolution and labor/management cooperative strategies and programs). pp. 438-445

43 Employee involvement strategies (for example, alternate work schedules, work teams). pp. 19-27, 511, 609-611
44 Individual employment rights issues and practices (for example, employment at will, negligent hiring, defamation, employees' rights to bargain collectively). pp. 196, 427-428, 586-593

45 Workplace behavior issues/practices (for example, absenteeism and discipline). pp. 431-432, 434-435

46 Methods for assessment of employee attitudes, opinions and satisfaction (for example, opinion surveys, attitude surveys, focus panels). pp. 445-452

47 Unfair labor practices. pp. 591-593

48 The collective bargaining process, strategies and concepts. pp. 594-616

49 Public sector labor relations issues and practices. pp. 617-618

50 Expatriation and repatriation issues and practices. pp. 46-655

51 Employee and labor relations for local nationals (i.e., labor relations in other 
countries). pp. 616-617
06 OCCUPATIONAL HEALTH, SAFETY AND SECURITY (6%, 5%) 
The processes of analyzing, developing, implementing, administering and performing ongoing evaluation of programs, practices and services to promote the physical and mental well-being of individuals in the workplace and to protect individuals and the workplace from unsafe acts, unsafe working conditions and violence. 

Responsibilities: 

01 Ensure compliance with all applicable federal, state and local workplace health and safety laws and regulations. 

02 Determine safety programs needed for the organization. 

03 Develop and/or select injury/occupational illness prevention programs. 

04 Implement injury/occupational illness prevention programs. 

05 Develop and/or select safety training and incentive programs. 

06 Implement safety training and incentive programs. 

07 Evaluate the effectiveness of safety prevention, training and incentive programs. 

08 Implement workplace injury/occupational illness procedures (for example, workers' compensation, OSHA). 

09 Determine health and wellness programs needed for the organization. 

10 Develop/select, implement and evaluate (or make available) health and wellness programs. 

11 Develop/select, implement and evaluate security plans to protect the company from liability. 

12 Develop/select, implement and evaluate security plans to protect employees (for example, injuries resulting from workplace violence). 

13 Develop/select, implement and evaluate incident and emergency response plans (for example, natural disasters, workplace safety threats, evacuation). 

Knowledge of: 
52 Federal, state and local workplace health and safety laws and regulations (for example, OSHA, Drug-Free Workplace Act, ADA). pp. 103, 114-115, 122-127

53 Workplace injury and occupational illness compensation laws and programs (for example, workers' compensation). pp. 540-541

54 Investigation procedures of workplace safety, health and security enforcement agencies (for example, OSHA). pp. 122-124

55 Workplace safety risks. pp. 148-149 

56 Workplace security risks (for example, theft, corporate espionage, information systems/technology and vandalism). -- 

57 Potential violent behavior and workplace violence conditions. --

58 General health and safety practices (for example, fire evacuation, HAZCOM, ergonomic evaluations). --

59 Incident and emergency response plans. --

60 Internal investigation and surveillance techniques. --

61 Employee assistance programs. pp. 432-433

62 Employee wellness programs. pp.  558-559

63 Issues related to chemical use and dependency (for example, identification of symptoms, drug testing, discipline). --
CORE KNOWLEDGE REQUIRED BY HR PROFESSIONALS 
64 Needs assessment and analysis. 

65 Third-party contract management, including development of requests for proposals (RFPs). 

66 Communication strategies. 

67 Documentation requirements. 

68 Adult learning processes. 

69 Motivation concepts and applications. 

70 Training methods. 

71 Leadership concepts and applications. 

72 Project management concepts and applications. 

73 Diversity concepts and applications. 

74 Human relations concepts and applications (for example, interpersonal and organizational behavior). 

75 HR ethics and professional standards. 

76 Technology and human resource information systems (HRIS) to support HR activities. 

77 Qualitative and quantitative methods and tools for analysis, interpretation and decision-making purposes. 

78 Change management. 

79 Liability and risk management. 

80 Job analysis and job description methods. 

81 Employee records management (for example, retention, disposal). 

82 The interrelationships among HR activities and programs across functional areas.

