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The main aim of this presentation is to develop a career plan for a recently appointed graduate trainee human resource officer in Eterna oil and gas company. This will be achieved by designing a tailor-made training program for the human resource officer based on the findings conducted from a personal skills audit. This tailor-made training program will be designed to enable the human resource officer to achieve high service standards and performance in carrying out my duties and attain my ultimate career goals. These slides will be presented to the managing director of Eterna oil and gas for their consideration.
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(Adhikari, 2015), infers that there is a strong emphasis on having the right person in the right place in the 21st century world of management. Therefore, in order to accurately identify the job description of the graduate trainee officer, it is imperative that we understand the organizational context in which the HR officer would be functioning. 
The organizational context in this case is Eterna oil and gas company whose strategic direction is to be Africa’s preferred energy company by providing reliable, efficient and high-quality lubricants and oil product that meets or exceeds customer expectation (Eterna, 2021).
The work system design of Eterna oil and gas which is the process necessary for making a product or providing a service is focused on manufacturing and marketing. Eterna oil and gas company, therefore, need the service of an HR officer to build a dynamic workforce by establishing a system of work and work environment that supports organizational effectiveness and productivity thereby guaranteeing the company becomes a great place to work in which translates to high rate of employee retention.
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According to (Sluss, 2011), a role description is the part expected for an individual to play in an organization through the expression of their knowledge, skills and behavior in order to fulfill their work requirement. A job, on the other hand, is an organizational unit made up of a group of defined tasks or duties to be performed. Simply put, role is about people whilst job is about tasks.
Eterna oil and gas needs an HR officer who has a degree qualification in human resources or business administration or psychology. A CIPD level 3 qualification is desirable. He must be an analytical thinker, creative and an effective communicator (Verbal and written), HR software and computer literate, attention to detail, active listener, planning and organizing, good interpersonal skill, collaborative, leading vision and values, administrative and management and a problem solver.
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Before we can determine the training needs of the graduate trainee HR officer, we must identify areas of inadequacy by employing assessment techniques. This will be carried out by using the personal skill audit in appendix B. 
The findings from the personal skill audit shows that this graduate trainee HR officer currently possess the following knowledge, skills and behaviors.
Knowledge: theoretical knowledge of Human Resources obtained through academic qualification. 
Skills: MS office Word, Excel, internet, e-mail, PowerPoint, report writing, conflict resolution, problem solving skills and leadership skills.
Behaviors: fair mindedness, determined, loyal, good listener, professional and approachable, hard worker and attentive to details.
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There are certain considerations to be aware of before we can develop a training program that will address the training and developments needs of the graduate trainee HR officer.
· Career goal which must be specific, measurable, attainable, realistic and time bound (SMART); To become an HR consultant in ten years. Career planning is usually set up around the individual’s career goal and is based on the assessment of the individual skills, interests and motivation and on the analysis of opportunities within the organization (Antoniu, 2010).
· By considering Abraham Maslow’s human need hierarchy, we can understand the motivation behind the need for the graduate trainee to embark on training and development. Beyond the physiological need and the other needs, the self-realization need seem to be the motivation for career achievement. It is important to note that the graduate trainee officer is ultimately responsible for their own career development and must be motivated to do so.
· By using the Holland’s model of occupational personality types, it can be inferred that the HR officer’s personality types fall under a combination of social; work with and through others, provide nurturance and support, helping professional. And enterprising; prefers well defined and clear goals, control people and management. 
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The identification of these areas of training and development for the HR officer is based on the findings from the assessment conducted using the personal skill audit. The six areas of focus identified are the skills which are either marked little or no experience or adequate.
The goal of the training which must be specific and measurable is to develop these six areas of knowledge, skills and behaviors to a proficient level for the HR officer thereby achieving high service standards in the delivery of duties.
. For example, the HR officer must become adept in the use of the specialist software operated in Eterna oil and gas. He must also increase his knowledge to an expert level on the Nigerian employment law found in the Labor Act, chapter L1, Laws of the Federation of Nigeria 2004 (Labor Act) in order to draft contracts of employment and the company’s policy of fair consideration and discrimination of disabled persons in recruitment, training or career development of employees.

However, the HR officer will continue to update himself in the areas where he is currently good and very good.
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Some of the things to consider when designing a training plan and program include training objectives which have been clarified in the former slide. Other things are program structure and duration, instruction methods, criteria and methods for assessing trainee’s learning and achievement and criteria and method for evaluating the program etc. 
The program structure and duration are provided in the training calendar in the slide.
The instruction method for this training will be a combination of both on the job training and off the job training. On the job training is learning while working. (Moss, 2006), argued that trainees tend to learn faster and better when they apply three of the five principles of learning which are participation, repetition, and transference. For example, the trainee HR officer may be present to shadow a senior colleague during an interview session and allowed to do same under supervision in order to learn interviewing skills.
Instruction methods for off the job training may include inhouse training especially for acquiring knowledge of Eterna oil and gas workplace culture and corporate policy. Others may include computer assisted learning for training in specialist HR software. Video conferencing and distance learning are other examples.
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The training program can be implemented through the instructional methods provided in the previous slides. Additionally, the progress of learning can be monitored by testing the trainee with quizzes or asking them to carry out a task within the learning environment.
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Immediate feedback: feedback should be provided to assess the trainee’s learning experience through survey or interview to find out areas for improvement.
Post-training test: the trainee can begin to apply the newly acquired knowledge, skills and behaviors immediately at work. However, it should be done under supervision initially.
Post-training appraisals: monitoring and evaluation of the trainee’s performance will be conducted by trainee’s supervisor and feedback given to trainee. 
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Conclusions
It is important for new employees to be trained for them to perform their job to a high service standard thereby increasing the chances of the company meeting their corporate objectives.
Also, a systematic approach to the training plan and program will ensure the trainee can apply the acquired knowledge, skills and behaviors necessary to get the job done.
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(Adhikari, 2015), infers that there is a strong emphasis on having the right person in the right place in the 21st century world of management. Therefore, in order to accurately identify the job description of the graduate trainee officer, it is imperative that we understand the organizational context in which the HR officer would be functioning. 

The organizational context in this case is Eterna oil and gas company whose strategic direction is to be Africa’s preferred energy company by providing reliable, efficient and high-quality lubricants and oil product that meets or exceeds customer expectation (Eterna, 2021).

The work system design of Eterna oil and gas which is the process necessary for making a product or providing a service is focused on manufacturing and marketing. Eterna oil and gas company, therefore, need the service of an HR officer to build a dynamic workforce by establishing a system of work and work environment that supports organizational effectiveness and productivity thereby guaranteeing the company becomes a great place to work in. 
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According to (Sluss, 2011), a role description is the part expected for an individual to play in an organization through the expression of their knowledge, skills and behavior in order to fulfill their work requirement. A job, on the other hand, is an organizational unit made up of a group of defined tasks or duties to be performed. Simply put, role is about people whilst job is about tasks.

Eterna oil and gas needs an HR officer who has a degree qualification in human resources or business administration or psychology. A CIPD level 3 qualification is desirable. He must be a analytical thinker, creative and an effective communicator (Verbal and written), HR software and computer literate, attention to detail, active listener, planning and organizing, collaborative, leading vision and values, administrative and management and a problem solver.
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Before we can determine the training needs of the graduate trainee HR officer, we must identify areas of inadequacy by employing assessment techniques. This will be carried out by using the personal skill audit in appendix B. 

The findings from the personal skill audit shows that this graduate trainee HR officer currently possess the following knowledge, skills and behaviors.

Knowledge: theoretical knowledge of Human Resources obtained through academic qualification. 

Skills: MS office Word, Excel, internet, e-mail, PowerPoint, report writing, conflict resolution, problem solving skills and leadership skills.

Behaviors: fair mindedness, determined, loyal, good listener, professional and approachable, hard worker and attentive to details.
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There are certain considerations to be aware of before we can develop a training program that will address the training and developments needs of the graduate trainee HR officer.

Career goal which must be specific, measurable, attainable, realistic and time bound (SMART); To become an HR consultant in ten years. Career planning is usually set up around the individual’s career goal and is based on the assessment of the individual skills, interests and motivation and on the analysis of opportunities within the organization (Antoniu, 2010).

By considering Abraham Maslow’s human need hierarchy, we can understand the motivation behind the need for the graduate trainee embark on training and development. Beyond the physiological need and the other needs, the self-realization need seem to be the motivation for career achievement. It is important to note that the graduate trainee officer is ultimately responsible for their own career development and must be motivated to do so.

By using the Holland’s model of occupational personality types, it can be inferred that the HR officer’s personality types fall under a combination of social; work with and through others, provide nurturance and support, helping professional. And enterprising; prefers well defined and clear goals, control people and management. 
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The identification of these areas of training and development for the HR officer is based on the findings from the assessment conducted using the personal skill audit. The six areas of focus identified are the skills which are either marked little or no experience or adequate.

The goal of the training which must be specific and measurable is to develop these six areas of knowledge, skills and behaviours to a proficient level for the HR officer thereby achieving high service standards in the delivery of duties.

. For example, the HR officer must become adept in the use of the specialist software used in Eterna oil and gas. He must also increase his knowledge to an expert level on the Nigerian employment law found in the Labor Act, chapter L1, Laws of the Federation of Nigeria 2004 (Labor Act) in order to draft contracts of employment and the company’s policy of fair consideration and discrimination of disabled persons in recruitment, training or career development of employees.



However, the HR officer will continue to update himself in the areas where he is currently good and very good.
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Some of the things to consider when designing a training plan and program include training objectives which have been clarified in the former slide. Other things are program structure and duration, instruction methods, criteria and methods for assessing trainee’s learning and achievement and criteria and method for evaluating the program etc. 

The program structure and duration is provided in the training calendar in the slide.

The instruction method for this training will be a combination of both on the job training and off the job training. On the job training is learning while working. (Moss, 2006), argued that trainees tend to learn faster and better when they apply three of the five principles of learning which are participation, repetition, and transference. For example, the trainee HR officer may be present to shadow a senior colleague during an interview session and allowed to do same under supervision in order to learn interviewing skills.

Instruction methods for off the job training may include inhouse training especially for acquiring knowledge of Eterna oil and gas workplace culture and corporate policy. Others may include computer assisted learning for training in specialist HR software. Video conferencing and distance learning are other examples.
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Implementing the training program and monitoring progress







The training program can be implemented through the instructional methods provided in the previous slides. Additionally, the progress of learning can be monitored by testing the trainee with quizzes or asking them to carry out a task within the learning environment.
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Immediate feedback: feedback should be provided to assess the trainee’s learning experience through survey or interview to find out areas for improvement.

Post-training test: the trainee can begin to apply the newly acquired knowledge, skills and behaviors immediately at work. However, it should be done under supervision initially.

Post-training appraisals: monitoring and evaluation of the trainee’s performance will be conducted by trainee’s supervisor and feedback given to trainee. 
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trainers should adjust programs to allow room for improvement after evaluating responses from surveys and interviews.


the hr officer must engage in continuous professional development as they progress in their career if they want to achieve their ultimate goal of becoming an hr consultant in ten years
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Conclusions

It is important for new employees to be trained for them to perform their job to a high service standard thereby increasing the chances of the company meeting their corporate objectives.

Also, a systematic approach to the training plan and program will ensure the trainee can apply the acquired knowledge, skills and behaviors necessary to get the job done.
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Human resources officer’s training & development needs

INTRODUCTION







The main aim of this presentation is to develop a career plan for a recently appointed graduate trainee human resource officer in Eterna oil and gas company. This will be achieved by designing a tailor-made training program for the human resource officer based on the findings conducted from a personal skills audit. This tailor-made training program will be designed to enable the human resource officer achieve high service standards and performance in carrying out my duties and attain my ultimate career goals. This slides will be presented to the managing director of Eterna oil and gas for their consideration.
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