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[bookmark: _Toc71309668]Introduction
In this report it will be presented the career plan for an HR Officer. The report will explore different aspects of the progress such as employee performance, career progression possibilities and current abilities of the HR Officer. The company under review is a hotel chain, based on customer service and hospitality.
[bookmark: _Toc71309669]Company context
Z Hotel is a medium sized company which is still in an emerging process. The HR Officer that works in the company needs to have experience in the area, be literate in the recruitment and selection process and how to best present job vacancies on different recruitment platforms.  The HR Department of Z Hotels consists in two subdepartments: Learning and Development (formed by Learning and Development Assistant, Learning and Wellbeing Coordinator, and Learning and Development Officer) and Recruitment and Selection (formed by Recruitment Assistant and Recruitment Officer). In addition to that the HR department is overseen by the HR Director together with the HR Manager, both helped by the HR Administrator. The company is in need of a literate HR Officer, with direct experience in the area, which is a perfect opportunity as a recent graduate. The HR Officer will the possibilities to shadow the HR Manager, with the potential of progressing in the role as the HR Manager is due to retire soon. 
[bookmark: _Toc71309670]Purpose of career planning
According to Schermerborn, Hunt, and Osborn, ‘Career planning is a process of systematically matching career goals and individual capabilities with opportunities for their fulfillment’.
The significance of accepting accountability for the career and progress in regards to employment development cannot be over-evaluated. Developing an employment plan is significant for that obligation. Proactively managing the work can ensure following a carrer that will fulfill values, interests and wants and meet both professional and individual goals. 
Managing the career is a ceaseless cycle, rather than a singular intervention. Regardless, there are times when the job will require more information. Reflecting continuously the job will help in developing a career strategy. A career improvement plan gives an important benchmark, and grants to develop a reasonable picture of the headway. Time spent in reflection will help with recognizing the outstanding mix of capacities, characteristics and requirements had and review how these may change as time goes on.
As a recent HRM Graduate, the HR Officer is interested career progressing, and this being possible to achieve by creating a Career Plan. The Career Plan will show the time limit in which, the HR Officer needs to advance. This plan has been created for a period of five years. Since the HR Officer is a recent graduate, this five year will be used in gaining the experience necessary for an HR Manager and in improving the knowledge by taking part of an CIPD Course or learning towards a master’s degree. 
The HR officer needed by the company needs to be well organised, good at developing and maintain relationships, a good communicator and listener, and organised. The soft skills that must be detained by the HR Officer are confidentiality, team-working, intercultural sensitivity, proactivity, and adaptability. The hard skills required in this role are IT skills, budgeting skills, recruitment and hiring skills, negotiation skills and HR knowledge. There is also a theoretical part where the HR Officer is expected to have the minimum knowledge of workplace discrimination, employment law, creating and implementing policies, performance management and training and development needs. 

[bookmark: _Toc71309671]Current employee’s skills
A Human Resource (HR) Officer is a specialist and qualified HR ace whose position is imperative to any relationship with a staff. They are responsible for dealing with each part of the business way, close by, bearing, and guidance of new workforce people, and dealing with money. We are endeavoring to rent a HR Officer with incredible conversation limits, each formed and verbal. The HR Officer is expected to be taught with work law and own key and business comprehension to the hard fine arts method. The individual should be good for wrangle with overall people from the family. 
To make certain achievement, a HR Officer should show stunning definitive capacities, top time-the load up abilities, and the capacity to multi-project in a fast natural components. A top HR Officer ought to have extraordinarily incredible conflict control and tendency making abilities to make certain laborer consistence. 
HR Officer Responsibilities: 
•	Preparing system portrayals, advancing and publicizing void positions, and dealing with the business procedure. 
•	Orientating new staff and planning present agents. 
•	Monitoring agent all things considered execution. 
•	Ensuring that each one personnel are composed and cheerful of their work natural components. 
•	Overseeing the health and security of all work power. 
•	Implementing efficient packaging of people improvement techniques. 
•	Providing controlling on rules and strategies. 
•	Ensuring critical execution of money and advantages the board. 
•	Communicating with gathering of workers generally bothers impacting their overall show. 
•	Ensuring definite and right record holding of specialist information in automated and virtual association. 
HR Officer Requirements: 
•	Bachelor's Degree in Human Resources. 
•	Minimum five years of relevant appreciate in Human Resources. 
•	Additional mentoring/accreditation in Payroll Management – may be dumbfounding. 
•	Labor Relations accreditation – can be unprecedented. 
•	Experience as a Skills Development Facilitator – can be titanic. 
•	Able to partake in huge trade and objective. 
•	Knowledge of work rule. 
•	Excellent verbal and made correspondence capacities. 
•	Protecting the interests, taking everything into account. 
Full information of HR capacities and first class practices.The current HR Officer has been assessed with a Personal Skills Audit (Appendix 1) from which the following conclusions can be taken: 
· the HR Officer is very good with Information Technology and has excellent knowledge of Microsoft 360 package, 
· the communication skills need improving in areas such as delivering trainings and writing reports, otherwise the HR Officer has satisfactory communication skills, 
· the problem-solving skills are generally good, with improvement required in considering ideas of others in solving different problems, 
· the HR Officer has good Supervisory/Management skills as experience of more than 3 months is detained and the Officer has overseen more than one person during this time.
From the Personal Skills Audit completed by the HR Officer and the conclusions drawn, a training plan will be drawn personalised; therefore, it will cover the training needs (problem solving and communication skills) and will also give the opportunity of new learning on employment law, discrimination at workplace and many more required information.
[bookmark: _Toc71309672]Current Employee’s Career Plan
As mentioned before, the Training program will focus on covering the new information required and in improving some of the skills of the HR Officer. The Training program constitutes in the theoretical part (CIPD course), the observing part where the HR Officer will shadow the HR Manager and the practical part where some responsibilities of the HR Manager will be transferred to the HR Officer.
A contract of employment is a legally legitimate plan between a business and an employee. In the UK, the term 'employee' is portrayed by the Employment Rights Act 1996 as an individual who has gone into or works under a contract for an organization or apprenticeship.
A contract of employment is in various views equivalent to some other arrangement. In light of everything, it is managed by contract law, which suggests that there ought to be: 
· a proposal of work by the business, which should be clear and unambiguous and may be prohibitive. 
· Acceptance of that proposal by the delegate. 
· Agreement between the social events, for example, the agent's work as a compromise for the wages paid by the business. 
· An objective to make a legal agreement.
Discrimination at the workplace happens when individuals or groups of individuals are managed nonsensically or not precisely equivalent to someone outside of their preferred class. For example, sex discrimination happens when a business treats an employee because of their sex or sexual orientation. Various sorts of discrimination involve race, work law, religion, and disability. Pregnancy falls under a "temporary impediment," and employees are expected to ensure they are not being misled because of their pregnancy.
There are a few steps that can be taken to avoid workplace discrimination: complaint policy and procedure, stay pro-active (institute a receptive workplace climate), training employees on discrimination at the workplace, and communication with employees.
There is no clear definition of performance management. However, it can be stated that performance management occurs when objects are set in a way in which employees see their part in achieving the company's strategy, when employee, team, or organisational performance is improved, or when employees are held responsible for their performance by offering rewards (promotions, pay rise).
Managing underperformance can be done in many ways; some examples are setting clear expectations and pairing employees with compatible skills, conducting periodical employee reviews, providing sufficient training, and mentoring programs in place.
[bookmark: _Toc71309673]Scheduled annual review and performance assessment plan
At this stage, the HR Officer is mostly prepared to take over the role of the HR Manager. However, an assessment formed by an interview and inbox exercise must happen in order to get a fair outcome of the review.
As part of the inbox exercise the candidate will have to create a policy where the absence procedure, circumstances and consequences have to be explained roughly. Also, a presentation which explains why the candidate is fit for the vacancy needs to be done. The HR Director, CEO and Commercial Director of the company will assess the candidate and take a decision. 
A performance review can be done before the interview where the competencies of the HR Officer will be analysed. The employee has to complete the Personal Audit Form. After this, the supervisor will complete the Employee Evaluation Form where the abilities and knowledge of the HR Officer will be assessed.
	OBJECTIVES
	set section weight -->
	30%
	93%
	SCORE  % calculates automatically

	QUALITY
	SUCCESS METRIC / INSTRUCTION
	WEIGHT
	ATTAINMENT
	COMMENTS

	Works to Full Potential
	 
	5%
	100%
	 Florina always gives her best

	Quality of Work
	 
	5%
	95%
	 More attention to details

	Work Consistency
	 
	5%
	70%
	Double checking the tasks can help 

	Communication
	 
	5%
	80%
	 More attention on how she expresses her thoughts

	Independent Work
	 
	5%
	80%
	 She needs to be more confident 

	Takes Initiative
	 
	5%
	100%
	 

	Group Work
	 
	5%
	100%
	 

	Productivity
	 
	5%
	100%
	 

	Creativity
	 
	5%
	100%
	 

	Honesty
	 
	5%
	100%
	 

	Integrity
	 
	5%
	100%
	 

	Coworker Relations
	 
	5%
	95%
	 Florina has a good relationship with her colleagues

	Client Relations
	 
	5%
	70%
	 Needs to communicate better

	Technical Skills
	 
	5%
	80%
	 More practice of the system is needed


After completing the Employee Performance Form, the HR Officer together with the HR Director have created a Career Plan as below.


The current HR Officer will have to accumulate more experience in the domain after being promoted to the position of HR Manager. 
Tips to considerate when climbing the HR career ladder:
[bookmark: _Toc71309674]•Become an anyway pioneer - It can feel alarming—and maybe fairly hazardous—to surrender your contemplations and experiences to your mates, especially dependably in your business. Doing thusly, in any case, will assist you with getting affiliations, acquire from other's experiences, and set up yourself in the business. 
•Put the human in HR - HR is about essentially more than planning HR—it's about truly getting more familiar with people influenced by the blueprints and structure you make. Set aside an ideal chance to walk around the work space and meet experts eye to eye. What are their affinities? What endeavors would they say they are correct as of now directing? What may chip away at their positions? You will probably be not prepared to address each need or concern, yet you will procure an extraordinary excitement for laborers past the alliance record or data base. 
•Be yourself - Your laborers bring the exceptional perspectives of their side advantages, targets, and needs to their positions every day. The unclear should go for HR topic specialists. Showing your laborers who you are behind your work title will make you a more superb, caring pioneer.
Conclusion
In conclusion, in this report it has been presented the career path for an HR Officer. Different aspects have been analysed such as the reasons behind the progression, employee review (skills such as work quality, team work and communication have been presented), and a career plan has been created concluding with the fact that the HR Officer needs more experience in the field in order to progress. There is always space for improvement and the necessary tasks will be undertaken in order to achieve the desired goal. 



























Appendix 
Appendix 1- Personal Skills Audit Form
Name: Florina Bidea
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 of Microsoft Office Word
	X
	
	
	

	Use Excel Spreadsheet
	X
	
	
	

	Use a Database
	X
	
	
	

	Use a specialist HR Software
	
	X
	
	

	Use the internet
	X
	
	
	

	Use the email
	X
	
	
	

	Use PowerPoint
	X
	
	
	



	
	Very good
	Good
	Adequate
	Little or no experience

	Communication Skills

	Drafting contracts of employment
	
	
	X
	

	Taking notes of disciplinary
	X
	
	
	

	Write reports
	X
	
	
	

	Produce material to support presentations
	X
	
	
	

	Delivering a training session
	
	X
	
	

	Resolving disputes/ complaints
	
	X
	
	

	Interviewing
	X
	
	
	

	Advising on HR issues
	
	X
	
	



	
	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
	
	X
	
	

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

	Consider the ideas of others to help solve the problem
	
	
	X
	



	Supervisory Management 

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

	 >3 months
X

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




I declare that the information given in this form is true
Signed    Florina Bidea
Date        06/04/2021
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HR Officer


BA/BS or higher


3+ years of experience


HR Manager


BA/BS or higher


5+ years of experience


HR Director


MA/MS in HR or MBA


10+ years of experience






