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In my presentation I will try to introduce and explain the role of HR officer, what are the responsibilities of the job, what skills and knowledge the person would need to be hired, the health and safety which need to be kept in place for the good of the employee and the employers, but also a data base with explanation of what is it and why is it important, after that my work will be to bring up the payroll scheme and to evaluate what does it include. 
Another part of the presentation will be a slide about Microsoft office, and that would be explained form the point of view of an HR officer, and with last slide the technique would be keep to explain how using an e-mail is important. 
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The role of HR is very important in big but also in small companies, the skills and knowledge that the potential HR would need are: - communication skills, -administrative skills,                  -proactivity, -coaching,  -advising  and many more, although it is not only a skills that the role is expecting, a qualified HR officer would have bigger chances to get the job, even with a small experience. And again, experience have a huge impact on the role, experienced HR officer have already been facing problems and resolving them, it also brings a lot of confident which a fresh hr officer might not have. (Brown, 2002)
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The HR officer have many responsibilities, such as overseeing the health and safety of the employees which I have included in the introduction section. The responsibility list is not small but very important to keep the companies running correctly, another on the list would be the monitoring the employee performance and that is to see the good outcome of the job, to award or not to change the ways and make it better. Training is very important and that is another point of the responsibilities as a HR officer, the orientating new employees and making sure they are getting their training correctly would need to document in the files which HR officer keeps. Preparing payroll and describing a job is also on the list, with  the advertising vacant positions and many more 

[image: ]

Recruitment part for a HR officer need to very simple but also very specific, the HR officer would need to prepare the job description, with all of the needs, skills and knowledge that the company expect from their new potential employee, the job application would be separated into few steps to accomplish the outcome with the new employee, the HR officer would need to check the references and history of the new employee (probably 5 years back) as that what most of the companies are requesting. HR officer would need to run the whole process and file it correctly in the system.  (Learn All the Steps in the Recruiting and Hiring Process, 2021)
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Database play very important aspect in the whole system in every company, the system of it is created to keep every information in one place. Such as employee personal information, their medical details, but also is a back-up system in terms of any contract, training and documents that are signed between company and employee, that part is to secure both sides and to keep everyone updated with any changes that they would need to know with admiring it. All of the documents need to be stored in one place, with limited access for a data protection context. 











[image: ]
HR officer would also be doing a payroll which could be weekly or monthly, that process is to inform the employee, on how many hours they have worked, with what hourly pay and all of the deduction such as National Insurance, TAX and anymore if they are required. That part is also needed to keep the company up to date with the spending. Payroll is an individual document that every employee gets to be able to keep their employee history and being able to calculate how the deductions works. 
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In the selfaudit, I would like to include that I think I would be a great HR officer, I think that I am very good at problem solving, and challenges that comes my way. The skills which are needed for HR are the one that I am practicing making it perfect, the knowledge which I am gaining at the university would help me to achieve my qualifications. There is always something that would need to be improved, and I think in myself reflection I would put my poor time management skills which I would like to improve and to not leave everything last minute. 
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Microsoft Office is the most used program for HR officers, every document that would need to be printed, reeded and signed will be brought up with Microsoft office program, that is why HR officer would need to up to date with the changes in the system, good at technology to keep their document updated and to be able to not only wright in the program but also to make changes, such as styles, layout and many more. 
The companies use it as it is the easiest to control but also to be able to transport the documents to another program which Microsoft office is familiar with in terms of any transformation problems. 
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An e-mail might be the easiest that we could think of but is not all about that. The impact of the e-mail is important for a HR officer, as every conversation that could not be taken in face-to-face environment can be kept in email version and the whole conversation would be also kept in the database of the company. The HR officer would need to know how to keep the manners and the structure of an email in terms of company reputation, and the outcome of the position. E-mails would need to be kept in professional way with good body structure and respect given to receiver. 



	
Appendix B 
 
Personal Skills Audit 
 
	 
Name:Klaudia Wiktoria Kolodziejek

	 
Job role: Human Resource Officer 


 
Please 	 tick as appropriate to indicate how you would rate your skills in relation to the following work / functional areas. 
	 
	Very good 
	Good 
	Adequate 
	Little or no experience

	Information Technology 
	
	
	

	Use Microsoft Office Word 
	yes 
	 
	 
	 

	Use Excel spreadsheet 
	 yes
	 
	 
	 

	Use a Database 
	 yes
	 
	 
	 

	Use specialist HR software 
	 
	 yes
	 
	 

	Use the internet 
	 yes
	 
	 
	 

	Use e-mail 
	 yes
	 
	 
	 

	Use PowerPoint 
	 yes
	 
	 
	 

	 
	Very good 
	Good 
	Adequate 
	Little or no experience

	Communication Skills 
	
	
	

	Drafting contracts of employment 
	 yes
	 
	 
	 

	Taking notes of disciplinary 
	 
	 yes
	 
	 

	hearingsWrite reports 	 
	 
	 yes
	 
	 

	Produce material to support presentations 
	 
	 yes
	 
	 

	Delivering a training session 
	 
	 yes
	 
	 



	Resolving disputes/complaints 
	 yes
	 
	 
	 

	Interviewing 
	 yes
	 
	 
	 

	Advising on HR issues 
	 
	 yes
	 
	 



	
	Very good 
	Good 
	Adequate 
	Little or no experience

	Problem solving skills 
	
	
	

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

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

	Consider the ideas of others to help solve problems 
	 yes
	 
	 
	 



	Supervisory Management 
	
	

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

	
	
	
	
	
	

	How many people have you managed at any one time? 
		 


 None 
 
	1-5 -YES
	Above 5 



	I declare that the information given in this form is true 

	Signed 
	 Klaudia W Kolodziejek

	Date 
	 28/03/2021
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DATABASE 



• Employees informations 



• Training 



• Health and safety of employees 
• Signed/issued documents 
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PAYROLL



• What does it include



• Who is it for and why
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SELFAUDIT
• Self reflect on skills and knowledge



• What need to be improved
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MICROSOFT 
OFFICE 



• Why is it important in office day-to-day life 



• What do companies use it for 
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USING E-MAIL



• Impact of e-mails for HR officer 



• Manners and stucture of wrighting e-
mailsfor HR officer 










US ING E -MAIL

•

Impact of e-mails for HR officer 

•

Manners and stucture of wrighting e-

mailsfor HR officer 


image1.jpg
Prifysgol Cymru

¥ Drindod Dewi Sant
University of Wales
Trinity Saint David




image2.emf



Klaudia Kolodziejek
1916661
BMSW5102
Developing Reletionships 
and Workplace 
Achievements 



Training and Development needs 
for a HR officer 










Klaudia Kolodziejek

1916661

BMSW5102

Developing Reletionships 

and Workplace 

Achievements 

Training and Development needs 

for a HR officer 


image3.emf



Introduction



• The role of HR officer 



• HR officer responsabilities



• Health and safety 
• Recruting stuff



• Data base
• Payroll 



• Selfaudit 



• Microsoft Office 
• Use E-mail
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THE ROLE OF 
HR OFFICER 



• Skills



• Qualifications



• Expiereince 
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HR OFFICER 
RESPONSABILITIES  



• Overseeing the health and safety  of all employees 



• Monitoring Employee performance 



• Orientating new employees and training excistiong 
employees 



• Prepering Payroll
• Prepering job dercription,



• Advertising vacant positions










HR OFFICER 

RESPONSABILITIES  

•

Overseeing the health and safety  of all employees 

•

Monitoring Employee performance 

•

Orientating new employees and training excistiong 

employees 

•

Prepering Payroll

•

Prepering job dercription,

•

Advertising vacant positions


image6.emf



RECRUITMENT



• Job description 



• Job application



• Skills, knowledge and expierience for future employee
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