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Training and Development needs for an HR officer 
Amazon.com

        1. Introduction to Amazon.com
      Amazon is one of the largest e-commerce business nowadays, founded in 1994, Seattle, Washington. Owner and CEO of the company is Jeff Bezos. Amazon is known as the most customer-centric organization. Everything starts backwards – from customer, which has been always like that. The giant has a culture and structures which every employee follows. Being an Amazonian is a great experience. As many people know, Amazon achieving its success by following inside organization standards. Such a standards are placed for an HR officer role.
      2. HR officer role
· HR Department 
“In simplest terms, the HR (Human Resources) department is a group who is responsible for managing the employee life cycle (i.e., recruiting, hiring, onboarding, training, and firing employees) and administering employee benefits.”
· Human Resources job responsibilities
“1. Recruit candidates
HR needs to understand the organization’s needs and make sure those needs are met when recruiting for new positions. It’s not as simple as just throwing an ad up on Indeed: you’ll need to analyze the market, consult stakeholders, and manage budgets. 
Then, once the role is advertised, more research needs to be done to make sure that the right candidates are being attracted and presented. Recruiting is a massive—and costly—undertaking; the right candidate can revitalize an entire organization, but the wrong candidate can upend operations.
2. Hire the right employees
Human resources is in charge of arranging interviews, coordinating hiring efforts, and onboarding new employees. They’re also in charge of making sure all paperwork involved with hiring someone is filled out and making sure that everything from the first day to each subsequent day is navigated successfully.

3. Process payroll
Payroll is its own beast. Every payday must have taxes calculated and hours collected. Expenses need to be reimbursed and raises and bonuses need to be added in as well. If you think it’s a chore doing taxes just once a year, imagine what it must be like to be in HR and make sure they’re properly deducted every pay period.
4. Conduct disciplinary actions
This responsibility may be why HR tends to get a bad rap. When navigated inappropriately, disciplinary actions can lead to the loss of a valuable employee and can even result in litigation or a poor reputation. But when handled appropriately, disciplinary action can result in the success of an employee.
5. Update policies
Policies need to be updated (or at least examined) every year as the organization changes. It’s HR’s job to make official updates to policies and to suggest changes to policies when they no longer serve the company or the employees. Sometimes a policy should be updated as a reaction to an occurrence. HR should always be included in and consulted with regarding these decisions.
6. Maintain employee records
Maintaining HR records is mandated by law. These records help employers identify skill gaps to help with the hiring process and to analyze demographic data and comply with regulations. They also contain personal details and emergency contacts for each employee.
7. Conduct benefit analysis
Staying competitive is of prime importance when trying to attract the best talent. A promising recruit may choose a different company with lesser pay if the benefits are more attractive. HR should routinely investigate similar companies to see if their benefits are compatible. For instance, your organization may consider including pet insurance in its list of benefits (because let’s be real: pets can have a major effect on the happiness of your employees).”
· HR skills and behaviours
Successful HR officer has strong communication skills which allows communicating and negotiating with different departments, contractors and staff. Interpersonal skills are important part of this role, especially for interviewing and selecting right candidates. Right advising comes with experience but includes deep knowledge of the subject in an organization. Successful coaching and training must be provided from an HR officer. Selecting appropriate training for everyone is key. As an HR officer you must report and deal with complex data, using different platforms. Proactivity and leading by example are a part of this role, for taking decisions and proposing solutions to different kind of problems and issues through an organization. Another required experience is in Information Technology. Being familiar and experienced with using Microsoft Office word, Excel spreadsheet, database, PowerPoint, e-mail, specialist HR software. 

3.  Personal Skills Audit 
	Name: Kristiana Aleksandrova

	Job role: Human Resource Officer


	Information Technology
	Very good

	Good
	Adequate
	Little or no experience

	Use Microsoft Office Word
	🗸
	
	
	

	Use Excel spreadsheet
	
	🗸
	
	

	Use a Database
	🗸
	
	
	

	Use specialist HR software
	
	🗸
	
	

	Use the internet
	🗸
	
	
	

	Use e-mail
	🗸
	
	
	

	Use PowerPoint
	🗸
	
	
	



 
	Communication Skills
	Very good
	Good
	Adequate
	Little or no experience

	Drafting contracts of employment
	🗸
	
	
	

	Taking notes of disciplinary
	🗸
	
	
	

	Write reports
	🗸
	
	
	

	Produce material to support presentations
	
	🗸
	
	

	Delivering a training session
	
	🗸
	
	

	Resolving disputes/complaints
	🗸
	
	
	

	Interviewing
	
	🗸
	
	

	Advising on HR issues
	
	🗸
	
	



	Problem solving skills
	Very good
	Good
	Adequate
	Little or no experience

	Make good use of verbal reasoning skills, able to handle complex data and make selective use of information
	🗸
	
	
	

	Explore more than one solution in order to solve a problem 
	🗸
	
	
	

	Consider the ideas of others to help solve problems
	🗸
	
	
	


    
	Supervisory Management 
	
	
	

	How much experience have you had in your role?
	<1 month
	1-3 months
🗸
	> 3 months

	How many people have you managed at any one time?
	None
	1-5 

	Above 5
🗸
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