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[bookmark: _Toc71061359]Introduction 
Human resources is the department that take cares of all employees and employee related operations, creating healthy work environment that attract and keep qualified people. As a HR officer you will develop a strategic approach to training, identify the skills and knowledge within organisation and figure out what kind of training is needed in order to grow and retain these skills. Schein’s Typology of Career Anchors is one of the most well-known concepts in the idea of career anchors. In this model, Schein suggest that each and every individual possess specific and unique `anchors`, one`s perception of one`s own value, abilities, talents, motives, together they are forming the basis of individual roles and development (Lea, 2019). The anchors of this model are: technical/ functional competence, managerial competence, security and stability, entrepreneurial creativity, autonomy and independence, service and dedication to a cause, pure challenge, lifestyle and individual strategies. This model is best suited for an HR officer because the anchors are part of the skills that make someone employable, by possessing different sets of talents and capabilities, which an HR officer has to use them for a good career path to progress the company and as a part of planning development. 
Developing and training an HR officer to meets the needs of the company it is important because that enable them to unsure their personal career ambitions. In company context- ZARA- an HR officer help to create job descriptions and person specification to ensure the company attract top talents. As it is mention in the slide above, an HR officer also can be tasked with reviewing each employees` performance in order to determine areas of strengths and weaknesses, identifying where there needs to be made improvements and to be able to make recommendations based on where they are best suited. 
As a beginner HR officer, I have to make sure that the company is up to date with the latest changes to employment laws (pension, childcare benefits) and also makes me responsible for employee disputes including harassment claims, unfair treatment or pay disputes. To refer to appendix A, here are few more responsibilities on an HR officer: recruiting staff, preparing staff handbooks, developing HR planning strategies, analyzing training needs, administering payroll and maintain employee records. 
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As an HR officer your aim is to help the organization reach its goals. A definition was given by Armstrong (2014) defining human resources as `a strategic, integrated and coherent approach to the employment, development and well-being of the people working in organization.  There are many skills that hold great value to HR officer such as:
· Communication skills including verbal and non-verbal communication and active listening
· Teamwork skills and problem-solving skills 
· Organizational skills 
· IT skills 
· A well-developed sense of ethics
In order to be competitive in the job market and to be an effective member of any HR department, there are many other skills that an HR officer needs to possess (strategic workforce planning, proactivity, coaching etc.). 
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ZARA company will offer an effective training and development plan for HR officer such as: 
· Position of influence
· Chance to improve written and oral communication abilities, and critical thinking
· Chartered Institute of Personnel and Development (CIPD) qualification in order to progress into HR management role.
· You have the change to progress into senior roles and be promoted to an HR director role
· Attend to internal and external training course
· Being a worldwide company, you have the opportunity to travel within UK or any country with Zara Branches. 
Therefore, as HR officer at ZARA you have the chances to take courses for free in order to progress in your career and achieving the company goals. 
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Referring to appendix B here are the results of rating my personal skills in relation with the following work. Regarding the skills in using information technology, I can say that beside the utilizing the excel spreadsheet, I have well developed skills in using the others technological sources and techniques. In communication skills section, as we can see in the slide is the lack of experience in drafting contracts of employment and in interviewing people, which are very important steps in HR department. 
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In the problem-solving skills area is no need of training, just improving some skills to make a better use of verbal reasoning skills and consider the I have to take in consideration the ideas of others to help solve problems. In supervisory management area is about my experience in this role which is not much but I improved many skills while I was in this position. Therefore, I must attend to some courses in order to improve my skills and develop new one. 
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As I said above, here are the personal training and development needs for my HR officer career: first of all, I have to attend to an excel training course, and in the same time to practice more in using database, also to take a course on how to interpret and advise on employment law, gain experience by attend to interviewing people, develop strategy and planning skills. 
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Morrison define training needs analysis as` a process that a business goes through in order to determine all the training that needs to be completed in a certain period to allow their team to complete their job as effectively as possible, as well as progress and grow`.  As we can see in the slide above is necessary that the person in the role of HR officer must have specific skills, knowledge and competency in order to enhance the performance. 
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It is important for the company to develop someone as an HR officer because they can also benefit, by having great people that guides the company to success, helping them to a develop their career path. 
[bookmark: _Toc71061360]Conclusion
In conclusion, an HR officer helps building and managing an organization by identify the training and development needs of the employees in order to fit in with the business strategy. 
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Personal skills audit (see appendix B)
part1
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Personal skills audit (see appendix B)
part 2
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Appendix A
Kay expectations of HR Officer Roles

As a human resources (HR) officer you will develop, advise on and implement policies relating to the effective use of staff in an organisation. In the role your aim is to
ensure that the organisation that you work for employs the right balance of staff in terms of skill and experience, and that training and development opportunities are
available to colleagues to enhance their performance and achieve the company's business aims.

HR departments are expected to add value to the organisation they support. The exact nature of the work varies according to the organisation, but is likely to include:
e managers to understand and implement pol

N working closely with various departments, increasingly in a consultancy role, assisting
11 promoting equality and diversity as part of the culture of the organisation.

[ liaising with a range of people involved in policy areas such as staff performance and health and safety.

# recrulting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting,
selecting candidates,

U developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures, and absence
management,

¥ preparing staff handbooks.

¥ advising on pay and other remuneration issues, including promotion and benefits; [ undertaking regular salary reviews.

terviewing, and

W negotiating with staff and their representatives (for exampls, trade union officials) on issues relating to pay and conditions.

[ administering payroll and maintaining employee records; [ interpreting and advising on employment law.

[0 desling with grievances and implementing disciplinary procedures,

0 developing HR planning strategies, which consider immediate and long-term staff requirements; O planning and sometimes delivering training - including
inductions for new staff,

11 analysing training needs in conjunction with departmental managers.
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Appendix B

Personal Skills Audit
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