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To make informed, strategic decisions, HR managers must be adept at understanding and interpreting different types of HR reports. These can range from HR board reports to performance evaluation and training and development reports. These reports distill complex HR data into actionable insights, providing a comprehensive view of the workforce
and allowing HR decision-makers to make informed choices that can add strategic value to the business.In this article, we’ll go over the types of HR reports for HR managers and look at how to create impactful HR reports.ContentsWhat is an HR report?Types of general HR reportsTypes of specialized HR reportsHow to write an impactful HR
reportHR reports are strategic tools to showcase HR metrics and data, providing a detailed overview of your organization’s workforce and Human Resources activities.An HR report provides critical insights that enable HR professionals and organizational leaders to make informed decisions about their workforce related to recruitment, training,
compensation, and resource allocation.Monitoring key metrics like turnover rates, employee satisfaction, and compliance with labor laws in your HR reports allows you and your organization to analyze trends, make data-driven decisions, and adjust strategies and policies accordingly. What’s more, a comprehensive report helps evaluate the
effectiveness of HR practices and their impact on the organization. They enable you to see how your HR initiatives align with the broader goals of the organization and ensure that HR practices contribute to the overall success and competitiveness of the company. From monthly snapshots to annual reviews that shape strategic planning, various types
of HR reports are designed to serve a specific purpose. These documents form the bridge between raw data and informed decisions and are the key to unlocking your workforce’s full potential. Here are four common types of general HR reports:A headcount report provides a snapshot of the total number of employees within an organization at a
specific point in time. It’s a fundamental tool for understanding the composition and size of the workforce.This report typically includes details about various employee characteristics, such as their department, location, job level, and employment type (full-time, part-time, or contract). A headcount report enables HR managers and organizational
leaders to gain insights into staffing levels and workforce demographics. It answers essential questions like: How many employees do we have? The answer to this seemingly basic question is crucial for resource allocation and strategic planning. It’s especially valuable during budgeting or when assessing the need for additional hiring or workforce
reductions. Where are our employees located? By breaking down the headcount by location or department, organizations can identify areas with high or low concentrations of employees. This aids in resource allocation, identifying potential expansion opportunities, and ensuring that workforce distribution aligns with business needs. What types of
employees do we have? Understanding the composition of the workforce in terms of job levels, employment types, and other characteristics helps in tailoring HR strategies, such as recruitment, training, and benefits programs, to meet the diverse needs of employees.A well-structured headcount report should include an executive summary for quick
insights, visual elements like charts and graphs to make the data more digestible, and an analysis of any challenges or risks related to workforce management.Key metrics to include are the total headcount, departmental breakdown, diversity metrics (e.g., gender or ethnicity), turnover rate, and a historical comparison to identify trends, such as
growth or contraction in the workforce.This report serves as the foundation for effective workforce planning and helps you make informed decisions about your organization’s most valuable asset - its employees.A monthly HR report provides a snapshot of HR activities, metrics, and developments for a specific month. It helps HR professionals and
organizational leaders make data-driven decisions, monitor progress, and maintain alignment between HR strategies and business objectives.By offering a regular and systematic view of the workforce, the monthly HR reports enable organizations to proactively address workforce-related challenges and optimize their HR practices. An effective
monthly HR report includes the following: Executive summary: A brief overview of the most critical highlights and key takeaways from the month’s HR activities. Key metrics and KPIs: Data-driven insights into important HR metrics such as recruitment numbers, turnover rates, employee engagement scores, and training and development activities.
Notable HR activities: A summary of significant HR initiatives, projects, and events that took place during the month, such as new hires, promotions, or training programs. Challenges and risks: Identification of any challenges or risks encountered by the HR department and the actions taken or planned to address them. Trends and emerging issues:
An analysis of emerging trends or issues within the workforce that require attention or further exploration.Again, to enhance readability and engagement, monthly HR Reports often include visual elements such as charts, graphs, and tables. These make it easier for the audience to quickly grasp complex information and trends.An annual HR report
provides a holistic review of HR activities and workforce management over the course of a year, facilitating strategic planning and goal-setting for the upcoming year.A meticulous annual HR report includes an executive summary of the year’s achievements and challenges, visual representations like trend charts, and detailed sections on HR
initiatives, policies, and outcomes throughout the year.It should also outline HR’s strategic goals for the upcoming year. By consolidating data and insights into a single document, it provides a valuable resource for informed decision-making and continuous improvement in workforce management. A thorough annual HR report contains: Executive
summary: A concise overview of the year’s most significant achievements, challenges, and key takeaways. HR initiatives and policies: Detailed descriptions of HR projects, programs, and policy changes implemented during the year. This section outlines how HR strategies aligned with the organization’s goals. Key metrics and performance indicators:
An overview of key metrics such as turnover and retention rates, progress on diversity and inclusion goals, employee engagement scores, and compensation metrics. Workforce demographics: A breakdown of the employee population by characteristics like age, gender, job roles, and tenure. This information helps in identifying trends and assessing
workforce composition. Notable accomplishments: Highlights of significant HR achievements, such as successful recruitment campaigns, leadership development programs, or improvements in employee satisfaction. Challenges and lessons learned: Identification of challenges and setbacks encountered during the year, along with the lessons learned
and steps taken to address them. Future outlook and plans: A forward-looking section detailing the HR department’s goals and objectives for the next year. This includes proposed initiatives, areas of focus, and strategies to address any anticipated challenges, as well as organizational changes. Visual elements: Annual HR reports include visual aids
like charts, graphs, and infographics to present data and trends to help stakeholders quickly grasp the most critical information.An HR board report is a comprehensive summary of crucial HR data and initiatives for presentation to a board of directors or senior management about the state of HR within the organization.It showcases how the HR
strategies and activities contribute to the company’s overarching goals and vision, offering transparency into HR initiatives and emphasizing HR’s role in driving business success.You can effectively communicate HR results, issues, and priorities to key stakeholders with a ready-to-use HR board pack template, saving you time and ensuring
consistency. With a template, you can always provide the most relevant information in a structured format to get the desired attention, understanding, and support from the board. An impactful HR board report discusses: Executive summary: A concise summary of the most significant HR achievements, challenges, and key takeaways. This section
provides a quick overview of the report’s contents. Workforce profile: A detailed overview of the organization’s employee demographics, including age, gender, job roles, tenure, and other relevant characteristics, with graphs and charts. This section provides insights into the composition and diversity of the workforce, aiding in strategic planning and
decision-making. Key metrics and performance indicators: This section provides insights into HR metrics and KPIs relevant to the board, like productivity, recruitment impact, turnover and retention, and succession planning. Strategic initiatives update: A review of ongoing or recently completed strategic HR initiatives, detailing their current status,
outcomes, key learnings, and any upcoming milestones. This keeps the board informed about the progress of key projects and HR’s contribution to achieving broader corporate goals. It’s also an excellent opportunity to highlight significant HR accomplishments during the reporting period, such as successful recruitment campaigns, talent
development programs, or improvements in workplace culture. Risks and mitigation strategies: Identification of challenges or risks encountered by HR and the strategies or actions taken to mitigate them. This demonstrates HR’s proactive approach to addressing workforce-related issues like HR compliance, effective talent management, or
technology adoption. Discussion points: Topics or issues that HR would like to bring to the board’s attention for further discussion or feedback, like emergent issues, policy and procedure changes, and strategic shifts. This section creates a platform for open dialogue between HR and the board, ensuring alignment and collaboration. Focus of the
upcoming period: Highlighting the objectives and initiatives HR is going to focus on in the next reporting period. In this part of the report, summarize the rationale behind your plans, milestones, potential challenges, and necessary resources. While general HR reports provide useful insights into the state of your HR efforts, specialized HR reports
help you and your stakeholders further understand the intricacies and nuances of workforce management.Similar to general HR reports, specialized reports should also include executive summary and recommendations sections to provide a clear overview of the key insights and next steps to the report viewers.Let’s take a look at what each
specialized HR report covers.A recruitment report provides a detailed analysis of an organization’s recruitment activities and processes. It’s a tool that enables HR and talent acquisition managers and decision-makers to evaluate the effectiveness, efficiency, and overall performance of their talent acquisition efforts and improve the recruitment
process.It helps organizations understand how well they are attracting, selecting, and hiring candidates to meet their workforce needs. Additionally, it assists in making data-driven decisions to improve recruitment strategies. An effective recruitment report should include the following: Recruitment metrics: Detailed data on recruitment metrics and
key performance indicators (KPIs) in a given period, such as the number of job openings, time to hire, cost per hire, and quality of hire. Candidate experience insights: Feedback and data related to the experience of candidates throughout the recruitment process, including satisfaction surveys and any areas of improvement. Diversity and inclusion:
Data on the diversity of the candidate pool, highlighting the organization’s progress toward diversity and inclusion goals in the recruitment process. Recruitment challenges: Identification of challenges or bottlenecks encountered during the recruitment process and the strategies or improvements implemented to overcome them.Recruitment reports
often include visual representations of data, such as recruitment funnel charts or applicant flow diagrams, to make complex information more accessible.By assessing the effectiveness of your talent acquisition initiatives, your organization can continuously improve its recruitment processes and attract top talent to support its growth and success.If
your organization struggles with high employee turnover, a report that analyzes which employees are leaving the organization and which are staying can help you understand potential reasons and patterns and tackle the issue at its root. Turnover and retention rates: Analysis of the overall employee turnover and retention rates. Reasons for
turnover: A breakdown of the reasons why employees leave the organization. Tenure analysis: How long employees typically stay with the organization, categorized by job roles or departments.Continuous absenteeism can be symptomatic of larger underlying issues. An absence and leave report aims to monitor patterns in employee absenteeism,
reasons for extended leaves, and other related metrics.Such insights help in identifying potential problems, be it in employee well-being, workplace environment, or organizational culture, and taking corrective measures. Total absences: A count of total absences over a specified period. Reasons for absence: Categorization and analysis of reasons
provided for absences, such as sickness, personal reasons, or unpaid leaves. Frequency analysis: Metrics indicating how often employees are absent and any patterns that emerge. Extended leave tracking: Monitoring of longer-term leaves like parental, sabbatical, or long-term illness.Organizations investing in DEIB initiatives can benefit from a
detailed breakdown of the organization’s workforce by gender, age, ethnicity, and other demographic factors.Assessing the outcomes of diversity and inclusion efforts helps identify areas of improvement and implement strategies to achieve a more inclusive workplace. Demographic breakdown: Data on employee distribution by gender, age, ethnicity,
and other relevant categories. DEIB initiatives outcomes: Results and impact of specific DEIB programs or initiatives undertaken. Representation by job level: Analysis of diversity representation across different job levels and roles. Inclusion feedback: Insights from employee surveys or feedback mechanisms regarding inclusivity in the workplace.This
report evaluates the effectiveness and reach of training programs, detailing participation rates, completion statistics, and post-training performance improvements.With this data, companies can refine their training strategies to better cater to employee needs and organizational goals. Training program participation: Numbers on how many employees
participated in each training. Completion rates: Metrics on how many employees completed the training sessions they started. Post-training evaluations: Feedback and scores from post-training evaluations. Training cost per employee: Providing a clear perspective on the financial aspects of training and development to guide future budgeting and
resource allocation.Fair compensation and benefits are one of the most important elements in employee satisfaction and retention.This report delves into the organization’s compensation structures and benchmarks them against market standards. By analyzing the perceived value of benefits by employees, businesses can make informed adjustments
and build competitive and appealing compensation packages. Salary benchmarking: Comparison of the organization’s salary structures against industry or regional averages. Benefits valuation: A detailed breakdown of the perceived value and utilization of provided benefits. Pay equity analysis: Analyzing potential pay disparities within the
organization across gender, race, age, or other factors. Employee feedback on compensation: Results from any surveys or feedback mechanisms related to compensation and benefits.Regular feedback and evaluation are vital for employee and organizational growth. A performance evaluation report provides an aggregate view of employee
performance scores, areas of excellence, and potential improvement areas.With these insights, HR can implement strategies to enhance overall team performance and address individual development needs. Performance scores: An overview of scores from performance evaluations, further broken down by department, job level, etc. Feedback themes:
Common themes or feedback areas from evaluations. Areas of improvement: Identified areas where employees may need additional training or support.Depending on your organization’s industry, a health and safety report provides essential insights for creating a safe work environment.Such a report meticulously documents workplace incidents,
potential risks, and the effectiveness of existing safety protocols. By spotlighting areas that need attention, organizations can effectively address health and safety issues and create a safe and hazard-free workplace for all employees. Incident data: Detailed data on any health or safety incidents that occurred in the workplace. Risk assessments:
Evaluations of potential risks in the workplace. Safety protocol reviews: Analysis of the effectiveness and adherence to established safety protocols.The ability to transform complex data into actionable insights is an indispensable skill for an HR manager. This is where the art of crafting impactful HR reports comes into play.Your HR report isn’t just a
document; it offers strategic insights to guide decisions, shape policies, and harness the full potential of your workforce. That’s why it’s important to have the knowledge and techniques needed to create reports that drive change and enable informed decision-making.Here are some best practices to consider when crafting HR reports:Clarify the
purpose: Determine the specific purpose of your HR report. Are you addressing an issue, highlighting positive results, or providing an overview of HR activities? Knowing your objective will guide the content and structure of the report. Know your audience: Tailor the report to your intended audience. A report for the board of directors will require
different information than one for your HR team members. Understand their needs and preferences to make your report as relevant and effective as possible. Use storytelling and data visualizations: Merely presenting raw data to your stakeholders isn’t going to capture their attention and drive action. It’s the narrative and storytelling behind the
numbers combined with data visualizations like charts, graphs, and tables that transform abstract statistics into relatable stories. This helps make complex insights easily understandable and resonate with the audience. Utilize HR report templates: Consider using HR report templates to ensure consistency in formatting and content. Customizable
templates can streamline the reporting process and make it easier to organize data while ensuring you're covering all the key points. Double-check accuracy: Before sharing your HR report, double-check all data and figures to provide correct and timely information. Errors can undermine the report’s credibility. Provide actionable insights: Highlight
key data findings, trends, and anomalies. Offer recommendations or action items based on the insights to guide decision-making and problem-solving. Consider automation: Explore how your organization’s HR software or tools can automate data collection and reporting processes. Automation can save time, reduce errors, and ensure reports are up to
date. Train your team: Invest in training your HR staff on best practices for data collection, types of HR reports, and report creation. Ensure they understand the goals and audience for each report they produce and that they are proficient in translating data into insights.By following these best practices, you can create HR reports that are
informative, engaging, and actionable, ultimately contributing to more informed decision-making and improved workforce management. Each type of HR report serves a unique purpose, providing insights into different facets of workforce management. When HR managers understand the different types of HR reports and their goals, they can utilize
the right reports to communicate urgency, highlight successes, and drive decisions.An HR manager who can take advantage of a variety of HR reports stands in the best position to steer an organization toward sustained growth, employee satisfaction, and overall success. As an HR manager, you wear many hats and juggle numerous responsibilities.
Recruiting and onboarding new employees, managing performance evaluations and dealing with employee relations issues are part of what it takes to excel in HR management. For a job that demands organization and attention to detail, you need a broad range of HR reports at your fingertips. They help you stay on top of things and make informed
decisions. But with so many HR reports, it’s overwhelming to know which ones are the most important to have on hand. In this article, we’ll tell you more about HR reports and the types of HR report templates to use. These reports provide valuable insights into your workforce, including employee retention rates, diversity and inclusion metrics, HR
analytics and more. If you're feeling a little lost, don’t worry! Visme's report maker can help you whip up professional HR reports awesome. Plus, the pre-made report templates are created by professional designers, so you're sure to get high-quality designs. So, without further ado, let's dive in. Table of Contents What is an HR Report? An HR report
is a document that provides a snapshot of your company's human resources department. It includes important information about your workforce, such as employee demographics, turnover rates and performance metrics. HR reports can also cover other areas, such as training and development, employee onboarding, engagement, diversity and
inclusion. Here are a few common types of HR reports: 1. Attendance Report: This report tracks employee attendance, including tardiness, absences and vacations. It's like a roll call for the office that helps human resource managers track who's present and who's not. 2. Performance Review Report: The report summarizes an employee's performance
over a certain period. It includes feedback from the employee's manager and any relevant metrics or goals that were set. Performance reviews are like a report card for all employees - no one enjoys them, but they're necessary for growth. 3. Compensation Report: This report shows how much each employee is being paid, including any bonuses or
raises. Compensation reports are a great way for HR to ensure that employees are fairly compensated and that the company stays within budget. 4. Demographic Report: The report breaks down the company's workforce by various demographic characteristics, such as age, gender, and race. It helps HR understand their workforce's makeup and
identify potential diversity or inclusion issues. So, there you have it - a brief overview of some common HR reports. To make these reports super-efficient, informative and engaging, take advantage of Visme's ready-to-use templates. You'll find HR report templates with online sharing capabilities, interactive features, and more. What is the Purpose of
HR Reports Are you a curious HR manager who loves to know what's going on in your organization? Do you want to stay informed about the latest HR trends and metrics? Then you'll want to get your hands on an HR report! In today’s fast-paced and competitive business world, you, as an HR manager, must possess proper reporting skills to figure out
what's happening in your organization. In addition, you need skills and a good HR management mindset to monitor each employee and ensure a good working environment. HR reports are the bane of every HR professional's existence. Yet, they form a vital point of access to the raw data within a given system, enabling HR professionals to retrieve
facts and statistics for review and analysis. They may not be the most exciting thing in the world, but they're important to running a successful business. Without them, HR would be like a ship sailing without a compass - lost and adrift. Here is a look into more benefits of HR reports to businesses 1. Helps in Decision Making HR reports help you stay
on top of your game and make informed decisions about your workforce. They allow you to identify areas needing improvements, such as high turnover rates, increased contract terminations or low employee engagement. Why is this helpful? By analyzing the data in your HR report, you can brainstorm and develop new strategies to address these
issues. This will ultimately create a more positive work environment for your employees. 2. Implement New Hiring and Onboarding Processes Inconsistencies and inefficient processes are a problem for many businesses. For example, companies experiencing inconsistent recruitment processes mostly suffer from poor data management. They don’t
rely on past hiring data to improve these processes. Data is helpful for businesses of all sizes because it helps you understand past hiring needs and create reports. With this information, you can have a more precise hiring process when onboarding new hires and choosing the best candidates for your organization. 3. Tracking Employee Performance
HR reports and analytics provide the data you need to monitor and analyze your employee's performance and output. You can easily use these metrics to review their overall performance, feedback and actions over a certain period. This information will help you determine whether the employee is a top performer or just average. And based on this,
you can offer incentives such as promotions, employee training, or performance bonuses to encourage them to perform better. 4. Provide a Solid Benchmark for the Company HR reports can also serve as a benchmark for the company. By comparing data from previous years or even to industry standards, HR can measure the success of various
initiatives and make informed decisions for the future. So, there you have it-HR reports may seem like a drag, but they serve a vital purpose for the success of a business. And with the help of Visme’s HR report templates, compiling the information can be a breeze! Get your team excited with interactive onboarding presentations and employee
handbooksCreate insights into your recruitment and talent management processes with data visualizationKeep all HR documents on-brand and beautiful, from employment contracts to company policies Sign up. It’s free. What Should Be Included in an HR Report? When you have so much data available to you, it can be challenging to decide what data
to include in HR reports. There's no need to worry! We're here to help you choose the most important HR metrics to include in your reports. Goals and Objectives: You should first align your HR report with your company's overall goals and objectives. This will help you prioritize the most relevant metrics for your organization. Staffing and turnover:
You'll want to include data on your current headcount and any hiring or separation activity. This can help you point out trends and make informed decisions about workforce planning. Performance and development: Your HR report should include data on employee performance as well as any training or development opportunities provided. The data
will help you identify areas for improvement and ensure that your employees are set up for success. Compensation and benefits: Another key aspect to include in your HR report is data on your company's pay structure. It should also have any other benefits offered to the employees. The information helps ensure that you're offering competitive
compensation and benefits packages. Engagement and culture: It's important to measure how engaged your employees are and your organization's overall culture. Include data on employee satisfaction and initiatives implemented to improve engagement and culture. In addition to these core areas, you should include data on diversity and inclusion,
health and safety and any other relevant metrics to your company. Remember to keep your HR report concise and focused. Feel free to include charts, graphs, maps, widgets and other data visualization tools to help illustrate your data efficiently. Customize this template and make it your own! Edit and Download 8 Types of HR Report Templates to
Use HR teams may feel overwhelmed by the need to track and report HR activities within their organization. However, HR reporting doesn't have to be a time-consuming task. With the right tools, it can be a simple process. Ready to start your HR reporting? Here are 8 Visme templates that can make your reporting effortless. 1. Business White Paper
Template White paper templates are perfect for engagingly presenting your research. Visme’s business white paper template lets you demonstrate to your employees what they need to boost engagement at their workplace. The template will allow you to provide a detailed overview of any issue, highlight relevant data and research, and present a set
of recommendations for addressing the problem. Use this template to present data in the best way possible with a selection of high-res photos, modern fonts and creative data widgets like radials and pie charts. Customize this template and make it your own! Edit and Download 2. Human Resources Presentation Template Use this template as a
starting point for your next presentation on HR management-related topics. You can easily create up-to-date HR reports for the management using this professional presentation template from Visme. With this template, you can showcase the important work of HR, show appreciation or present survey findings to the management. The template has a
bold color scheme and professional design to maximize the effectiveness of your presentation. Include images, charts, graphs and icons in your presentation to increase audience engagement. Customize this template and make it your own! Edit and Download 3. Performance Report - Gauge Chart Template The performance gauge chart template helps
you highlight the performance of any department within your company. It comes in handy during important decision-making throughout the organizational structure, where every department's performance has to be measured and reviewed. Customize this template and make it your own! Edit and Download The template has simple, customizable
features such as changing text, color scheme or adding new design elements from a vast collection of modern fonts. The good thing is that customizing the template design takes only a few minutes, thanks to Visme's intuitive drag-and-drop template editor. 4. Organizational Design White Paper Template This white paper template is a great tool to
help HR practitioners write an effective report on designing and implementing organizational structures and processes. It provides a clear structure to guide the development of the report, with visual elements to make it more attractive. With this comprehensive HR report, organizations can gain a better understanding of how organizational design
can create a positive impact on their business. It is an invaluable resource for companies looking to make significant changes. Customize this template and make it your own! Edit and Download 5. Corporate Annual HR Report Template Nothing beats an organized design that puts your information center stage. That’s what this corporate annual HR
report Visme template does for your company. It typically covers areas such as employee demographics, turnover, recruitment, training, performance management and many more. This information-driven report template is designed to help you address your company's highs, lows, and future goals. Start creating a professional and well-organized HR
report that effectively communicates your company’s HR activities and achievements. Customize this template and make it your own! Edit and Download 6. Company Annual HR Report Template This template summarizes your company's human resources activities and metrics over the past year. Put your spin on the annual HR report, including
information on employee demographics, turnover rates and training and development. You can rely on it to reflect on your company's past year while anticipating the future. The template is a great pick for a wide range of business topics. Take advantage of the energetic feel of its design to inspire your creativity. Don't forget to adjust the visual
elements to the theme of your report. Customize this template and make it your own! Edit and Download Visme’s Dynamic Fields is an efficient tool for creating dynamic components throughout your projects. These components are visible to all members of your workspace. Use this feature to easily insert personal and company information, as well as
customize fields and assign specific values in your projects. 7. Technical Report Template This technical report template provides an excellent tool for presenting the results of any kind of research or development in a more comprehensive manner. It is a great resource that can easily be adapted to a HR report or any other document that requires a
professional touch. The template contains several professionally-designed pages to add your important findings, relevant theories and proposed solutions. Make this template your own by replacing its placeholder text and then editing the visual elements till you're satisfied with the design. Customize this template and make it your own! Edit and
Download 8. Payroll Report Template Streamlining your company’s day-to-day operations with the help of a payroll report template can be beneficial in a variety of ways. It can help you stay organized and ensure that your payroll is correct every time, while saving you time and money. With Visme's colorful payroll report template, you can easily and
effectively present your findings in a visually appealing and professional way. The template includes a beautiful cover page that will draw your readers' attention and make your report stand out. Furthermore, the template is completely customizable, allowing you to edit the graphic elements, add and remove content, and adjust the colors to fit your
brand. Customize this template and make it your own! Edit and Download 6 Best Practices for HR Reporting HR reporting is a crucial aspect of any organization as it helps track the performance of the human resource department and identify areas for improvement. It also helps make data-driven decisions and ensure compliance with various laws
and regulations. Here are six key best practices to implement HR reporting effectively. 1. Identify The Key HR Metrics The first step in HR reporting is identifying the key metrics that need to be tracked. These metrics should align with the overall goals and objectives of the organization. Some common HR metrics include employee turnover rate,
employee satisfaction, training and development, and diversity and inclusion. Choose the right metrics as they will help effectively measure the HR department's performance. The infographic below has an exhaustive list of HR metrics you should track. Made with Visme Infographic Maker 2. Use Technology to Automate HR Reporting Various HR
software and tools can help automate the collection and analysis of HR data. This saves time and ensures accuracy and consistency in the data. Automation also allows HR professionals to focus on other important tasks, such as employee engagement and retention. 3. Regularly Review and Update HR Reports Human resource reports should be
regularly reviewed and updated to ensure they are relevant and accurate. You can perform this monthly or quarterly, depending on the organization's needs. Share the HR reports with the relevant stakeholders in the organizational structure, such as management and employees. This helps keep everyone informed about the HR department's
performance and identify areas for improvement. Don’t have an organizational structure? Use the template as a starting point, or search the Visme library to find one that meets your need. Customize this template and make it your own! Edit and Download 4. Use Data Visualization Tools Data visualization tools such as graphs, charts, and tables can
make HR reports more engaging and easier to understand. They help present the data clearly and concisely and make it easier to identify trends and patterns. It is important to choose the right visualization tools based on the type of data and the audience. Visme has tons of visualization tools and templates you can choose from. Also, you can import
live data from Google Sheets and Excel into tables and charts created in Visme. Watch the video below to learn more. 5. Ensure Data Privacy and Security HR reports contain employees' sensitive personal and financial information, making it important to ensure data privacy and security. The HR department should have proper policies and
procedures to protect the data from unauthorized access and breaches. Training employees on data privacy and security practices is also important to ensure they do not compromise the data. 6. Seek Feedback and Suggestions HR reporting should not be a one-way process. Instead, make it collaborative. Seek feedback and suggestions from
employees and other stakeholders to improve the HR reports. Start by creating surveys and assembling focus groups. Then review your responses to identify areas for improvement. Seeking feedback helps ensure that the HR reports meet the stakeholders' needs and expectations and helps identify areas for improvement. HR reporting is an important
aspect of any organization, and it is crucial to implement best practices to ensure its effectiveness. By following these best practices, organizations can effectively track the performance of their HR department and make data-driven decisions. Effortlessly Create HR Reports and Content with Visme Having a variety of HR reports on hand is essential
for any human resource manager. These reports provide valuable insights into your organization's employees' performance, productivity and well-being. You can easily create professional and accurate HR reports by utilizing templates and following best practices. And let's be honest, who doesn't love a good report? They're like a puzzle but have even
more satisfying results when combining all the pieces. So go ahead and get that HR report on lock because your business will thank you. With Visme's easy-to-use templates, you can create professional and engaging HR materials in just a few clicks. Choose from a wide range of customizable templates, input your data, and voila! You'll have a
stunning HR report or presentation in no time. Try Visme today and see the difference it can make in your HR reporting. Reporting is one of the most underrated skills for career progression. It’s one thing to be a star performer, but it means very little if the people at the top of your organization can’t understand your work’s impact. However, if you're
anything like me, you have mixed feelings about reporting. On the one hand, it’s a great way to spot trends and communicate with the broader business, but on the other, it can become a major time drain. I'm embarrassed to admit there have been times when I spent more time tinkering with graph colors and stock images than actually gathering the
data for my report. Since then, I have upgraded to use report templates, and oh boy—what a difference! Not just in how quickly I can produce a report but also in the level of engagement our team now gets from senior stakeholders. So, if you want to save time while telling a more concise story with your data, here are 10 of my favorite report
templates for HR professionals. All of the templates I use are from Piktochart, so you can follow along with your account. If you still haven’t signed up for Piktochart, you can create a free account in under 2 minutes. Part of working in HR means you’ll already be creating reports on the state of your workforce, future development plans, and the
progress of any projects your team has underway. You'll complete most of these reports monthly, and if it’s taking a couple days a week to prepare them, that’s a huge chunk of your time you could be using towards more impactful work. Not only this but if you’'re rushing through your reports, you’ll miss out on the greatest opportunity reports can
provide. Do you ever wish your boss would understand why you need more resources or why they should back your project? Reports are how you can communicate your department’s needs in a way businesses use to make decisions. But it’s not just about showing your business leaders an Excel spreadsheet of numbers. It’s about the story your data
tells. Report templates are built to help busy professionals tell this story. A lot of thought goes into the flow of information in templates, and with the right analysis boosted by graphs, pop-outs, images, and roadmap visualizations, you’ll be able to bring business leaders on a journey. This journey will ultimately help you do your job. You're the HR
expert; you will already be able to identify the changes that need to be made at your company, and with the help of expertly crafted reports, so will everyone else. There are a few sections that you'll typically see across the most effective HR reports. Some reports will vary, but you should prepare to share these details in your HR reports: This is your
opportunity to orientate your audience. Most of the wider business won’t be aware of the work your team is doing or even the current state of your employee experience. Your introduction is where you drop all assumptions about your audience’s knowledge and share what they can expect from this report. Remember to be clear with your objectives.
Typically, your objectives for a single report should be broken down into 1-3 short points. For example, if you share a training report with executives, you may have two outcomes: 1. Show the current ROI for the training junior employees, 2. Display how further funding could increase sales. Gather all the data you can to give a comprehensive
overview to the audience. Make sure to highlight the information that is related to your objectives. Report templates designed for HR professionals already have blocks for the content that needs to stand out the most, saving you time making graphs from scratch. All you need to do is input your data, and you’ll have a well-designed graph highlighting
your information. Based on the data and your expertise, you’ll want to comment on findings and outline your recommendations going forward. Your recommendations should be connected to your objectives and lead to the creation of SMART goals. Tip: Use the same template to measure your future progress against the initial report. Wrap your report
up by summarising the key points. You’ll want to reference what your data showed, what that data meant, and the recommendations going forward. This way, when executives look back on your report, they’ll have a quick reminder of what information they gained from it. HR report templates will already have sections built out to display key points in
a digestible way. You won’t want to overload your reports with excessive data, such as extra data tables, details of your collection method, or academic references. Neatly finish your report with all this supplementary information. That way, if anyone wants to dive deeper into your work behind the report, they will be able to do so, but it won’t take
away from the tidy story you're trying to tell in the body of your report. Not all HR reports are created equal when it comes to driving strategic decisions and meaningful business impact. To help you focus your reporting on metrics that matter, we compiled a list of the top 10 HR reports that every HR team should have in their toolkit. Tip: You can
follow along with a free Piktochart account! Each report mentioned below has a link to edit it in real-time. Start your free account here. As a core part of your reporting, you’ll want a streamlined audit template you can easily update regularly to help you proactively identify and mitigate compliance risks. This template includes everything your HR
team needs to conduct regular audits, such as visibility for leadership into potential liabilities related to misclassification, discriminatory practices, or regulatory violations. Consistently using it for your audits will also allow your audience to familiarize themselves with the format, making it easier to identify changes and trends over time. Provides a
clear format for presenting objectives, scope, and findings Customizable for specific purposes, e.g. compliance assessments Highlights potential risks within the organization Utilizes pop-out quotes or stats for key findings Highly engaged teams are 21% more profitable. But you can’t improve engagement without truly understanding the current state
of employee sentiment. That’s where an Employee Engagement & Retention report comes in. In this template, you can consolidate survey findings in a way that’s easy for your stakeholders to understand. Once they have a deeper understanding of the employee experience, you’ll be in a stronger position to negotiate the resources you need to make
improvements. This report template can also be used before and after implementing a new initiative to show the effectiveness of new policies and practices. With a clear ROI, there’s no doubt your audience will be impressed with the action you took to improve employee satisfaction. Consolidates survey findings for easy analysis Highlights key
strengths and areas for improvement in the employee experience Assesses the effectiveness of implemented HR initiatives Facilitates transparency and open communication with employees It’s important for everyone in your department to have a clear understanding of what’s expected of them in their roles. This HR Roles and Responsibility template
breaks down the specific tasks and responsibilities assigned to each member. It’s a useful resource for evaluating the performance of everyone on your team and ensuring that their contributions are aligned with the department’s key performance indicators (KPIs) and goals. The key is to design your handbook not around generic role descriptions but
around the specific skills, capabilities, and outcomes your organization requires from HR. Start by clarifying HR’s overarching mission and key objectives, then define the roles and responsibilities needed to achieve those priorities. For example, if HR’s core focus is building robust talent pipelines for critical roles, your handbook should include
positions like “Talent Sourcing Specialist” with clear expectations around building candidate relationships and leveraging data to predict hiring needs. If creating a best-in-class employee experience is paramount, roles like “Employee Engagement Manager” and “HR Operations Coordinator” become essential. Many HR departments also use this
report to identify areas for improvement and make hiring decisions when recruiting HR professionals. Guides new HR hires during onboarding Assists in evaluating HR staff performance and aligning them with departmental goals Supports strategic planning and hiring Improving DEI is a top priority for HR professionals worldwide, as increased
diversity leads to better outcomes for businesses and the world. “Organizations in the top quartile for ethnic diversity have a +36% likelihood of financial outperformance” - Forrester diversity report. This template allows your team to display the diversity breakdown by level and department, giving you the most accurate glimpse into the
opportunities your company provides to diverse communities. For example, if your wider company has a high level of diversity, but your board of directors doesn’t. This distinction is important to recognize, as it could indicate difficulties with fair prompting and hiring practices. This brings us to another important part of this template; your inclusive
hiring metrics. Knowing where you stand will allow your team to focus on interviewing a diverse range of candidates and setting strategies to ensure equitable promotion rates across the company. Lastly, you’ll be able to show inclusion and belonging scores from the employee survey, which may shine a light on why your workplace attracts diversity
or isn’t hitting the mark for all employees. Quantifies diversity metrics Reflects organizational dedication to diversity and equity Showcases HR initiatives from recruitment strategies to training programs The Hiring Dashboard report is a beautiful way to streamline your recruitment by tracking and analyzing all hiring data. It provides your team with
a visually pleasing way to share key metrics and insights, such as the number of positions filled, the number still open, the time it takes to fill a position, total headcount, and the number of remote workers, all with engaging graphs to showcase hiring trends. Through real-time visibility into key hiring metrics, your department will be able to make
informed decisions about optimizing your current workforce and hiring strategies. Plus, with a real-time view of the recruiting process, you’ll be able to see and actively mitigate bottlenecks. This reduces time to fill and ensures the organization has the talent in place to drive strategic initiatives forward. Streamlines recruitment process tracking and
analysis Highlights any bottlenecks in the hiring process in real-time Enables informed decision-making and optimization of hiring strategies The Training report template will empower your team to track training progress quickly and measure outcomes with ease. Too often, employees are sent to do training, and there is no follow-up to actually
measure the benefits. This template allows your HR team to quickly evaluate training programs and keep a clear record of the return on investment gained from sending employees to upskill. Through tracking leading indicators like learner engagement and behavior change alongside lagging indicators like performance improvement this report paints
a clear picture of training impact. With this information, you’ll be able to recognize which training courses benefit your company most, allow you to create future personalized learning plans, and share concrete outcomes with stakeholders. Simplifies monitoring of training progress and outcomes Customizable features for evaluating training
effectiveness Showcases the impact of training initiatives for stakeholders The Employee Compensation & Benefits report template will help you simplify your communication of compensation and benefits information. Having clear guidelines for how your company promotes, pays, and offers benefits will save you hours of negotiations and give you
consistent guidelines everyone in your company can refer to. Using this template within your organization will promote fairness and equity by ensuring employees understand how their compensation is determined and how it compares to their peers. This transparency can help reduce feelings of resentment or distrust among employees.

“Disengaged employees cost U.S. companies up to $550 billion a year” - Forbes. Particularly for marginalized groups, it is valuable to show that you compensate consistently and are committed to paying equity. This template will not only allow you to put employees at ease but will help you cut down on negotiation time and streamline your hiring and
promotion practices. Simplifies communication of compensation and benefits information Customizable design for presenting salary structures, bonuses, and benefits clearly Fosters transparency and trust within the organization Promotes fairness and equity by ensuring employees understand compensation determinants The war for talent shows no
signs of slowing. To stay competitive, organizations need to be laser-focused on engaging and retaining their top performers. Using this comprehensive talent management report, you’ll be able to oversee all aspects of talent management within your organization. The report consolidates critical information on employee performance, development,
and well-being, allowing you to see trends in hiring and identify any factors contributing to losing talent. In the report, you’ll be able to see PTO usage and employee departures. Based on this information, you might identify that many employees aren’t using their PTO and are then leaving the company. This trend may indicate your company is losing
talent due to burnout or pressure not to take any leave from managers. Knowing information like this is the first step to making change. Centralizes talent management data Tracks performance, development, and well-being Monitors metrics like PTO, new hires, and retention challenges Offers insights for strategic decision-making Bringing in interns
is a great way to bring fresh perspectives into your company, boost your workforce’s productivity, and find future talent that you can hire in full-time roles. “40% of full-time employees come from a company’s internship program” - Randstad. It’s no secret that Gen Z is bombarded with companies competing for their attention, so a stand-out,
beautifully designed report that highlights all the key benefits of joining your internship program can go a long way toward cutting through the noise. This report is designed to help inform potential interns about the program’s structure, objectives, and selection process. It clearly summarizes what candidates can expect and outlines the expectations
and requirements for participation. You’d be surprised how vague companies can be when looking for interns. Your future interns want to know what they can expect from their time with you, particularly what skills they will gain and what expectations you will have for them. “Those hired through internship programs had a five-year retention rate
higher than those who weren’t” - NACE. In addition, being clear about the application requirements saves everyone time. It prevents you from reading through hundreds of unqualified applications and gives students interested in working for your company clear guidelines for how they can upskill and apply in the future. Provides a clear overview of
what applicants can expect from the internship program Share information about the program structure and objectives Offers a summary of expectations and requirements for participation The last, but certainly not least, template you need in your HR toolkit is the complete HR Annual Report. This user-friendly template is designed to help streamline
the monitoring, analysis, and reporting of key HR metrics year on year. It provides a visually pleasing view of critical indicators such as employee performance, PTO (Paid Time Off) usage, leave patterns, overtime hours, time-off rate, and turnover rate. For this report, you must use a template that’s easy to understand and has clear breakdowns of
the significance of data, as this is one document that you’ll likely need to share with your wider company. Once everyone in your company has a clear overview of the last year, you’ll be in a solid position to recommend strategies for the new year to optimize workforce management, improve operational efficiency, and align human capital strategies
with overarching organizational objectives. Simplifies HR metric monitoring and analysis Visualizes key indicators like employee performance and turnover rate Facilitates real-time decision-making for workforce optimization Now that you’ve seen the top 10 HR reports, we want to share how you take your reports to the next level. Customize your
report with your brand and wow your stakeholders. On Piktochart, you can upload your brand colors, fonts, logos, and more to ensure consistency and reinforce brand identity throughout the report, maintaining a professional and cohesive appearance. Learn more: Knowledge base: adding brand elements Make sure each visual in your report serves a
clear purpose. Avoid charts or images just for the sake of it. Choose elements that enhance the understanding of your report. Otherwise, you might find it hard to see the information that matters most. Here’s an example of a graph, just for the sake of a graph: This graph has 4 data points based on the payment method bringing in revenue. It’s hard to
follow each point, and it’s even harder to see which of the 3 lower lines is overall bringing in more revenue. If this data was put into a bar chart, however, where the audience could see exact numbers next to one another, it might be more informative. Here’s a clear example of a bar chart comparing costs. You can easily see, compared to the budget,
what was spent and when. Example from this Piktochart template. Your stakeholders will often be busy and want to understand the findings in your report as quickly as possible. Using these pop-outs, you can quickly identify the key takeaways, helping you easily get stakeholders on board with your plans. Example from this template. Establishing a
clear mission, vision, and critical objectives at the outset lays a strong foundation for the report, aligning stakeholders and ensuring clarity and focus throughout the reporting process. Example from this Piktochart template. Utilize clear and concise headings and sections in your reports to organize information effectively. This will facilitate easy
navigation and comprehension for readers. Example from this Piktochart template. Many businesses hire designers to create beautiful templates for their reports. This is costly and takes time away from other resources, making the reports hard to update. You want to use a platform that the HR team can easily access and edit when creating reports,
as data such as roles, compensation, sick leave, OPT, and more will change often and require frequent updates. View all our customizable templates here: Plain old reports can quickly lose the reader’s interest. Especially if you want to share this report with the broader company, you’ll want it to be engaging to get the most employee participation.
Use graphics like this to catch the reader’s eye and give them key information in a more digestible way. Example from this Piktochart template. Enhance clarity and visibility by employing recurring icons to highlight prominent trends within the data. Consistent iconography makes trends more noticeable and aids in quick comprehension and
interpretation, ensuring key insights stand out at a glance. Example from this Piktochart template. You’ll want everyone to understand where your company is and where it is heading. Make your report accessible using a clear structure, engaging infographics, and high-quality images. For example, some of your stakeholders might like to read the
long-form analysis of your data, while others don’t want to read much at all. Instead, they may want to skim the report and use visuals like icons or images with short data points to understand your report. Typically learning styles are broken into 4 types, visual, auditory, reading/writing, and kinesthetic. Try to cater to each of these styles when
presenting to your audience. Below is a great example of a report that shares clear data, and provides talking points to highlight key findings. Example from this template. Transform your reporting using templates that add an element of gamification. A great example is the Hiring Dashboard, which tracks and visualizes progress towards hiring goals.
Create incentives for recruiters, milestones, and leaderboards based on recruitment metrics to motivate your teams and create healthy competition and engagement. Example from this template. With all these incredible report templates at your fingertips, it can be hard to decide where to start! If you are in a team that hasn’t been historically
tracking data, I'd start small and work your way up to a big report like the internal audit. By starting with the roles and responsibilities report and assigning your team members to start building up your data for each report, you’ll be able to establish a strong base of data that you can easily input into the templates. However, if you're a data-heavy
team, start with the internal audit and work backwards. Your focus will be to bring stakeholders into your world. These templates will help speed this process up as they provide guidelines for where to put what data. Wherever you decide to start, using templates will help your team upgrade their reporting process with engaging visuals, get
stakeholders onboard with recommendations, and save you a lot of time in the process! What’s not to like? You can start using all reports from this article today with a free Piktochart account. Don’t miss out on the opportunity to optimize your workforce and achieve your organizational goals, start utilizing HR report templates today. To get started,
browse from our large selection of reports or create a free account today! To make informed, strategic decisions, HR managers must be adept at understanding and interpreting different types of HR reports. These can range from HR board reports to performance evaluation and training and development reports. These reports distill complex HR data
into actionable insights, providing a comprehensive view of the workforce and allowing HR decision-makers to make informed choices that can add strategic value to the business.In this article, we’ll go over the types of HR reports for HR managers and look at how to create impactful HR reports.ContentsWhat is an HR report?Types of general HR
reportsTypes of specialized HR reportsHow to write an impactful HR reportHR reports are strategic tools to showcase HR metrics and data, providing a detailed overview of your organization’s workforce and Human Resources activities.An HR report provides critical insights that enable HR professionals and organizational leaders to make informed
decisions about their workforce related to recruitment, training, compensation, and resource allocation.Monitoring key metrics like turnover rates, employee satisfaction, and compliance with labor laws in your HR reports allows you and your organization to analyze trends, make data-driven decisions, and adjust strategies and policies

accordingly. What’s more, a comprehensive report helps evaluate the effectiveness of HR practices and their impact on the organization. They enable you to see how your HR initiatives align with the broader goals of the organization and ensure that HR practices contribute to the overall success and competitiveness of the company. From monthly
snapshots to annual reviews that shape strategic planning, various types of HR reports are designed to serve a specific purpose. These documents form the bridge between raw data and informed decisions and are the key to unlocking your workforce’s full potential. Here are four common types of general HR reports:A headcount report provides a
snapshot of the total number of employees within an organization at a specific point in time. It’s a fundamental tool for understanding the composition and size of the workforce.This report typically includes details about various employee characteristics, such as their department, location, job level, and employment type (full-time, part-time, or
contract). A headcount report enables HR managers and organizational leaders to gain insights into staffing levels and workforce demographics. It answers essential questions like: How many employees do we have? The answer to this seemingly basic question is crucial for resource allocation and strategic planning. It's especially valuable during
budgeting or when assessing the need for additional hiring or workforce reductions. Where are our employees located? By breaking down the headcount by location or department, organizations can identify areas with high or low concentrations of employees. This aids in resource allocation, identifying potential expansion opportunities, and ensuring
that workforce distribution aligns with business needs. What types of employees do we have? Understanding the composition of the workforce in terms of job levels, employment types, and other characteristics helps in tailoring HR strategies, such as recruitment, training, and benefits programs, to meet the diverse needs of employees.A well-
structured headcount report should include an executive summary for quick insights, visual elements like charts and graphs to make the data more digestible, and an analysis of any challenges or risks related to workforce management.Key metrics to include are the total headcount, departmental breakdown, diversity metrics (e.g., gender or
ethnicity), turnover rate, and a historical comparison to identify trends, such as growth or contraction in the workforce.This report serves as the foundation for effective workforce planning and helps you make informed decisions about your organization’s most valuable asset - its employees.A monthly HR report provides a snapshot of HR activities,
metrics, and developments for a specific month. It helps HR professionals and organizational leaders make data-driven decisions, monitor progress, and maintain alignment between HR strategies and business objectives.By offering a regular and systematic view of the workforce, the monthly HR reports enable organizations to proactively address
workforce-related challenges and optimize their HR practices. An effective monthly HR report includes the following: Executive summary: A brief overview of the most critical highlights and key takeaways from the month’s HR activities. Key metrics and KPIs: Data-driven insights into important HR metrics such as recruitment numbers, turnover
rates, employee engagement scores, and training and development activities. Notable HR activities: A summary of significant HR initiatives, projects, and events that took place during the month, such as new hires, promotions, or training programs. Challenges and risks: Identification of any challenges or risks encountered by the HR department and



the actions taken or planned to address them. Trends and emerging issues: An analysis of emerging trends or issues within the workforce that require attention or further exploration.Again, to enhance readability and engagement, monthly HR Reports often include visual elements such as charts, graphs, and tables. These make it easier for the
audience to quickly grasp complex information and trends.An annual HR report provides a holistic review of HR activities and workforce management over the course of a year, facilitating strategic planning and goal-setting for the upcoming year.A meticulous annual HR report includes an executive summary of the year’s achievements and
challenges, visual representations like trend charts, and detailed sections on HR initiatives, policies, and outcomes throughout the year.It should also outline HR’s strategic goals for the upcoming year. By consolidating data and insights into a single document, it provides a valuable resource for informed decision-making and continuous improvement
in workforce management. A thorough annual HR report contains: Executive summary: A concise overview of the year’s most significant achievements, challenges, and key takeaways. HR initiatives and policies: Detailed descriptions of HR projects, programs, and policy changes implemented during the year. This section outlines how HR strategies
aligned with the organization’s goals. Key metrics and performance indicators: An overview of key metrics such as turnover and retention rates, progress on diversity and inclusion goals, employee engagement scores, and compensation metrics. Workforce demographics: A breakdown of the employee population by characteristics like age, gender, job
roles, and tenure. This information helps in identifying trends and assessing workforce composition. Notable accomplishments: Highlights of significant HR achievements, such as successful recruitment campaigns, leadership development programs, or improvements in employee satisfaction. Challenges and lessons learned: Identification of
challenges and setbacks encountered during the year, along with the lessons learned and steps taken to address them. Future outlook and plans: A forward-looking section detailing the HR department’s goals and objectives for the next year. This includes proposed initiatives, areas of focus, and strategies to address any anticipated challenges, as well
as organizational changes. Visual elements: Annual HR reports include visual aids like charts, graphs, and infographics to present data and trends to help stakeholders quickly grasp the most critical information.An HR board report is a comprehensive summary of crucial HR data and initiatives for presentation to a board of directors or senior
management about the state of HR within the organization.It showcases how the HR strategies and activities contribute to the company’s overarching goals and vision, offering transparency into HR initiatives and emphasizing HR’s role in driving business success.You can effectively communicate HR results, issues, and priorities to key stakeholders
with a ready-to-use HR board pack template, saving you time and ensuring consistency. With a template, you can always provide the most relevant information in a structured format to get the desired attention, understanding, and support from the board. An impactful HR board report discusses: Executive summary: A concise summary of the most
significant HR achievements, challenges, and key takeaways. This section provides a quick overview of the report’s contents. Workforce profile: A detailed overview of the organization’s employee demographics, including age, gender, job roles, tenure, and other relevant characteristics, with graphs and charts. This section provides insights into the
composition and diversity of the workforce, aiding in strategic planning and decision-making. Key metrics and performance indicators: This section provides insights into HR metrics and KPIs relevant to the board, like productivity, recruitment impact, turnover and retention, and succession planning. Strategic initiatives update: A review of ongoing
or recently completed strategic HR initiatives, detailing their current status, outcomes, key learnings, and any upcoming milestones. This keeps the board informed about the progress of key projects and HR’s contribution to achieving broader corporate goals. It’s also an excellent opportunity to highlight significant HR accomplishments during the
reporting period, such as successful recruitment campaigns, talent development programs, or improvements in workplace culture. Risks and mitigation strategies: Identification of challenges or risks encountered by HR and the strategies or actions taken to mitigate them. This demonstrates HR’s proactive approach to addressing workforce-related
issues like HR compliance, effective talent management, or technology adoption. Discussion points: Topics or issues that HR would like to bring to the board’s attention for further discussion or feedback, like emergent issues, policy and procedure changes, and strategic shifts. This section creates a platform for open dialogue between HR and the
board, ensuring alignment and collaboration. Focus of the upcoming period: Highlighting the objectives and initiatives HR is going to focus on in the next reporting period. In this part of the report, summarize the rationale behind your plans, milestones, potential challenges, and necessary resources. While general HR reports provide useful insights
into the state of your HR efforts, specialized HR reports help you and your stakeholders further understand the intricacies and nuances of workforce management.Similar to general HR reports, specialized reports should also include executive summary and recommendations sections to provide a clear overview of the key insights and next steps to the
report viewers.Let’s take a look at what each specialized HR report covers.A recruitment report provides a detailed analysis of an organization’s recruitment activities and processes. It’s a tool that enables HR and talent acquisition managers and decision-makers to evaluate the effectiveness, efficiency, and overall performance of their talent
acquisition efforts and improve the recruitment process.It helps organizations understand how well they are attracting, selecting, and hiring candidates to meet their workforce needs. Additionally, it assists in making data-driven decisions to improve recruitment strategies. An effective recruitment report should include the following: Recruitment
metrics: Detailed data on recruitment metrics and key performance indicators (KPIs) in a given period, such as the number of job openings, time to hire, cost per hire, and quality of hire. Candidate experience insights: Feedback and data related to the experience of candidates throughout the recruitment process, including satisfaction surveys and
any areas of improvement. Diversity and inclusion: Data on the diversity of the candidate pool, highlighting the organization’s progress toward diversity and inclusion goals in the recruitment process. Recruitment challenges: Identification of challenges or bottlenecks encountered during the recruitment process and the strategies or improvements
implemented to overcome them.Recruitment reports often include visual representations of data, such as recruitment funnel charts or applicant flow diagrams, to make complex information more accessible.By assessing the effectiveness of your talent acquisition initiatives, your organization can continuously improve its recruitment processes and
attract top talent to support its growth and success.If your organization struggles with high employee turnover, a report that analyzes which employees are leaving the organization and which are staying can help you understand potential reasons and patterns and tackle the issue at its root. Turnover and retention rates: Analysis of the overall
employee turnover and retention rates. Reasons for turnover: A breakdown of the reasons why employees leave the organization. Tenure analysis: How long employees typically stay with the organization, categorized by job roles or departments.Continuous absenteeism can be symptomatic of larger underlying issues. An absence and leave report
aims to monitor patterns in employee absenteeism, reasons for extended leaves, and other related metrics.Such insights help in identifying potential problems, be it in employee well-being, workplace environment, or organizational culture, and taking corrective measures. Total absences: A count of total absences over a specified period. Reasons for
absence: Categorization and analysis of reasons provided for absences, such as sickness, personal reasons, or unpaid leaves. Frequency analysis: Metrics indicating how often employees are absent and any patterns that emerge. Extended leave tracking: Monitoring of longer-term leaves like parental, sabbatical, or long-term illness.Organizations
investing in DEIB initiatives can benefit from a detailed breakdown of the organization’s workforce by gender, age, ethnicity, and other demographic factors.Assessing the outcomes of diversity and inclusion efforts helps identify areas of improvement and implement strategies to achieve a more inclusive workplace. Demographic breakdown: Data on
employee distribution by gender, age, ethnicity, and other relevant categories. DEIB initiatives outcomes: Results and impact of specific DEIB programs or initiatives undertaken. Representation by job level: Analysis of diversity representation across different job levels and roles. Inclusion feedback: Insights from employee surveys or feedback
mechanisms regarding inclusivity in the workplace.This report evaluates the effectiveness and reach of training programs, detailing participation rates, completion statistics, and post-training performance improvements.With this data, companies can refine their training strategies to better cater to employee needs and organizational goals. Training
program participation: Numbers on how many employees participated in each training. Completion rates: Metrics on how many employees completed the training sessions they started. Post-training evaluations: Feedback and scores from post-training evaluations. Training cost per employee: Providing a clear perspective on the financial aspects of
training and development to guide future budgeting and resource allocation.Fair compensation and benefits are one of the most important elements in employee satisfaction and retention.This report delves into the organization’s compensation structures and benchmarks them against market standards. By analyzing the perceived value of benefits by
employees, businesses can make informed adjustments and build competitive and appealing compensation packages. Salary benchmarking: Comparison of the organization’s salary structures against industry or regional averages. Benefits valuation: A detailed breakdown of the perceived value and utilization of provided benefits. Pay equity analysis:
Analyzing potential pay disparities within the organization across gender, race, age, or other factors. Employee feedback on compensation: Results from any surveys or feedback mechanisms related to compensation and benefits.Regular feedback and evaluation are vital for employee and organizational growth. A performance evaluation report
provides an aggregate view of employee performance scores, areas of excellence, and potential improvement areas.With these insights, HR can implement strategies to enhance overall team performance and address individual development needs. Performance scores: An overview of scores from performance evaluations, further broken down by
department, job level, etc. Feedback themes: Common themes or feedback areas from evaluations. Areas of improvement: Identified areas where employees may need additional training or support.Depending on your organization’s industry, a health and safety report provides essential insights for creating a safe work environment.Such a report
meticulously documents workplace incidents, potential risks, and the effectiveness of existing safety protocols. By spotlighting areas that need attention, organizations can effectively address health and safety issues and create a safe and hazard-free workplace for all employees. Incident data: Detailed data on any health or safety incidents that
occurred in the workplace. Risk assessments: Evaluations of potential risks in the workplace. Safety protocol reviews: Analysis of the effectiveness and adherence to established safety protocols.The ability to transform complex data into actionable insights is an indispensable skill for an HR manager. This is where the art of crafting impactful HR
reports comes into play.Your HR report isn’t just a document; it offers strategic insights to guide decisions, shape policies, and harness the full potential of your workforce. That’s why it’s important to have the knowledge and techniques needed to create reports that drive change and enable informed decision-making.Here are some best practices to
consider when crafting HR reports:Clarify the purpose: Determine the specific purpose of your HR report. Are you addressing an issue, highlighting positive results, or providing an overview of HR activities? Knowing your objective will guide the content and structure of the report. Know your audience: Tailor the report to your intended audience. A
report for the board of directors will require different information than one for your HR team members. Understand their needs and preferences to make your report as relevant and effective as possible. Use storytelling and data visualizations: Merely presenting raw data to your stakeholders isn’t going to capture their attention and drive action. It’s
the narrative and storytelling behind the numbers combined with data visualizations like charts, graphs, and tables that transform abstract statistics into relatable stories. This helps make complex insights easily understandable and resonate with the audience. Utilize HR report templates: Consider using HR report templates to ensure consistency in
formatting and content. Customizable templates can streamline the reporting process and make it easier to organize data while ensuring you’re covering all the key points. Double-check accuracy: Before sharing your HR report, double-check all data and figures to provide correct and timely information. Errors can undermine the report’s credibility.
Provide actionable insights: Highlight key data findings, trends, and anomalies. Offer recommendations or action items based on the insights to guide decision-making and problem-solving. Consider automation: Explore how your organization’s HR software or tools can automate data collection and reporting processes. Automation can save time,
reduce errors, and ensure reports are up to date. Train your team: Invest in training your HR staff on best practices for data collection, types of HR reports, and report creation. Ensure they understand the goals and audience for each report they produce and that they are proficient in translating data into insights.By following these best practices,
you can create HR reports that are informative, engaging, and actionable, ultimately contributing to more informed decision-making and improved workforce management. Each type of HR report serves a unique purpose, providing insights into different facets of workforce management. When HR managers understand the different types of HR
reports and their goals, they can utilize the right reports to communicate urgency, highlight successes, and drive decisions.An HR manager who can take advantage of a variety of HR reports stands in the best position to steer an organization toward sustained growth, employee satisfaction, and overall success.



