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Sufficient and compliant human resources (HR) 
operations play a key role in a company’s 
success — but to reach that level of efficiency, 
HR departments must be willing to examine their 
current processes to identify areas that need 
improvement.  

Some common HR mistakes can merely confuse 
or frustrate your employees — but on a grander 
scheme, they can cost your company money, 
resources, and top talent. By proactively 
identifying and correcting these mistakes, you 
can ensure your success as a modern, high-
functioning HR operation.



YOUR HR STRATEGY IS NOT CONNECTED TO 
YOUR BUSINESS STRATEGY
No HR program should exist for its own sake. A performance 
management system, for instance, is only worthwhile if 
managers use it to improve their workforce. All of your HR 
programs should serve a purpose within your company’s 
business strategy and, ultimately, improve your business 
functionality overall. 

01

YOU DON’T DOCUMENT YOUR HR PROCESSES 

Let’s say an integral member of your HR department wins 
the lottery tomorrow. How much institutional knowledge 
would you instantly lose because of his or her departure? 
Thoroughly documenting your HR practices can keep your 
department running seamlessly over the long run. 

02
YOUR RECRUITING TECHNIQUES ARE NOT 
EFFECTIVE IN THE WAR FOR TALENT

Do your recruiting practices differentiate you as an 
employer and yield qualified candidates? Do new hires 
turn out to be successful in your organization? Are you 
evaluating and refining your recruiting process over time? 
If you cannot answer “yes” to these questions, it might be 
time to take a deeper dive into your recruiting process. 

03

YOU DON’T TRAIN YOUR INTERVIEWERS 

Why is interview training necessary? First, you want your 
interviewers to know how to select the best candidates. 
Second, your interviewers must know and understand the 
constantly changing laws surrounding the process. Without 
ongoing education, you could find yourself in legal trouble. 

04

YOUR ONBOARDING IS DISORGANIZED 
AND INEFFICIENT 
How do you onboard new hires? Does it include several 
forms and is it fragmented over several days or weeks? 
Do you clearly explain the company’s mission and how 
the new employee’s role fits into that? If your onboarding 
process isn’t efficient and organized, it may take new 
employees even longer to get up to speed.

05

YOUR EMPLOYEE TRAINING IS DEFICIENT

There are company and job-specific training courses for 
your new hires, current staff and managers than there 
are legally required training courses that keep your 
business compliant. Having a way to develop, deliver 
and track these programs is imperative to having a high 
performing organization.

06
YOU DON’T HAVE A FORMAL COMPENSATION 
STRUCTURE 

Do you have a formal structure that includes elements 
such as benchmark data and internal and external equity 
analyses for how you compensate your workforce? 
Establishing a formal compensation structure can 
help ensure that you’re paying fair salaries and staying 
competitive as you look to hire new talent.

07

YOU LACK TRANSPARENCY08 Employess want to know what’s going on in your 
company. Your HR department should have established 
systems and processes for communicating with the 
workforce about company performance, employee 
updates, and other organizational changes. 
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 YOU DON’T HAVE AN HRIS PLATFORM 

Are you still using paper forms? Most modern HR 
departments can benefit from digital record keeping with a 
Human Resources Information System (HRIS). This shift can 
improve efficiency and data integrity; the more times you 
must enter and re-enter data, the higher your chances are for 
human error.  Additionally, employees and candidates may 
frown upon employers with outdated paper processes.

09

YOU DON’T ADEQUATELY TRACK APPLICANTS 

For legal purposes, all businesses must keep proper track 
of applicants. Keeping records of your applicants can help 
you minimize issues surrounding discrimination and other 
compliance regulations related to hiring.

10
YOUR INCENTIVE PLANS ARE POORLY DESIGNED 

Incentives, such as quarterly bonuses, can provide a big boost 
to productivity, but are you applying them sensibly? For sales 
professionals, financial incentives can make a lot of sense; 
but for staff positions, you might consider if there are non-
financial rewards you could put on the table, such as extra 
time off and enhanced flexibility. 

11

YOUR BENEFITS AREN’T ALIGNED TO TOTAL 
COMPENSATION 

Your benefits package should be clearly tied to your “total 
compensation” package. You should make conscious 
decisions about how much to spend on benefits, then clearly 
communicate that information to your employees on an 
annual basis. A competitive total rewards package can help 
you attract and retain top talent. 

12

YOU DON’T HAVE AN ESTABLISHED APPROACH 
TO CORRECTIVE ACTION 

How do you handle performance problems? Do you have a 
consistent documented process? Are your managers trained 
to properly offer timely feedback to employees and give them 
an opportunity to fix problems? Are they documenting these 
interactions and following up on a timely basis?

13

YOUR EMPLOYEE RELATIONS ARE MOSTLY 
REACTIVE 
Many companies rely on reactive employee 
communications — only responding to situations after 
they’ve already happened. To build a positive company 
culture, you should be proactive. You should communicate 
with your workforce, ask them to complete job satisfaction 
surveys, and organize social gatherings and employee 
appreciation events.  

14

YOUR JOB DESCRIPTIONS ARE OUTDATED  
Are your job descriptions up to date and in-ompliance 
with current employment laws? If not, you’re making your 
job harder on yourself. An accurate job description will 
help you hire the right people and specify to your workers 
exactly what’s expected of them.  

15
YOUR WORKPLACE POSTERS AREN’T COMPLIANT
Poster requirements vary by state, type of employer, and 
other factors, such as where your employees are working. 
To keep your company compliant, someone in your HR 
department should oversee making sure all required 
posters are posted, clearly visible, and current. This 
includes meeting guidelines for the virtual workforce too.

16

YOU DON’T HAVE CLEAR CAREER PATHING 
AND SUCCESSION PLANS IN PLACE 

Turnovers create risks for your company’s long-term 
viability and success. How are you mitigating that risk? 
This isn’t just about business continuity — it’s also about 
employee satisfaction. What programs do you have 
to guide employees in their career development, so 
they want to stay in your organization? You want your 
employees — especially your best ones — to see a future 
with your company.  Employees will be happier if they 
understand the plan and structure for promotions. 

17



YOU DON’T USE EMPLOYEE SURVEYS TO YOUR 
ADVANTAGE 
What’s worse than not surveying your workforce? Surveying 
them and then ignoring the results. If you’re going to collect 
your employees’ opinions, make sure the survey questions 
are applicable to your organization, report the results to 
the workforce, and make realistic, achievable changes in 
response to employee suggestions. 

18

YOU AREN’T APPROPRIATELY CLASSIFYING 
YOUR POSITIONS UNDER THE FLSA
Rules under the Fair Labor Standards Act (FLSA) impact the 
salary and compensation levels for exempt white-collar 
workers. Make sure your HR department has properly 
classified each employee’s role and monitors FLSA updates 
over time and understands how it will affect your workforce.  
There are significant legal and financial implications to 
misclassifying your roles.

19

YOUR EMPLOYEE RECORDS ARE 
DISORGANIZED AND NOT COMPLIANT

Maintaining organized, compliant employee records is 
crucial. Without an efficient storage system, you risk losing 
files and compromising your data’s security. If you’ve 
converted to electronic files, be sure to understand the 
requirements that go along with digital storage. You should 
also be aware of current record and retention guidelines.

20 YOUR HANDBOOKS ARE INCOMPLETE OR 
OUT-OF-DATE

When issues come up, your HR department and 
managers need policies to reference — but those written 
policies are only as good as their last update. Employee 
handbooks are notorious for being out-of-date, making 
it hard for your employees to find the information they 
need and for you to enforce your policies. Make sure yours 
includes current federal, state and local laws and reflects 
your workforce’s needs. 21

YOU’RE NOT IN COMPLIANCE WITH STATE 
AND LOCAL LAWS
Knowing where your employees are working and the 
state and local laws that apply is imperative in the modern 
“work-from-anywhere” environment. Each jurisdiction has 
unique requirements for employers who have even just 
one employee working from a different location. 

22

YOU LACK A TELECOMMUTING POLICY

Your policy should set standards and expectations for all 
partially and completely virtual employees.  The policy 
should outline performance and productivity standards, 
hours of work, reachability expectations and office 
expenses. Employers should always consider safety issues, 
FLSA obligations and how to handle employees working 
from home in another state.

23

YOU MISHANDLE INVESTIGATIONS

Investigations are not an everyday occurrence in most 
organizations, but when needed, they should be handled 
by someone who is skilled in HR and employment law. 
Otherwise, you risk falling prey to common mistakes, such 
as delaying investigations, failing to remain objective, or 
using poor interview tactics — some of which can result 
in costly lawsuits. 

24

YOU HAVEN’T THOUGHT THROUGH YOUR 
TERMINATION PROCESS 

When you terminate someone, the process needs to be 
well-planned and well-executed, both for those who are 
leaving (e.g. knowing how you will approach severance 
agreements) and for those who are staying (e.g. 
establishing a plan for distributing the extra workload).

25

At PSA, we know that a well-run HR 
operation is crucial to a successful 
business. For more information, contact: 

Randall Singer
443.798.7444  |  rsinger@psafinancial.com


