Training and Development Needs for a HR Officer
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Note: Human resource officers play the most important role in any organisation by giving support from top to bottom of the firm. That's why skills and efficiency are needed for all HR officers working with the firm. Training and development can help them with all types of HR skills. However, it is also needed to find out the required skills, knowledge and behaviour an HR manager needs for achieving the organisation's HR goals. Skill audit activities can help in finding these elements. It can help in planning for training and development actions needed for an HR officer. These skills and knowledge of HR officer can bring benefits for the firm for a long time.
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Note: Holiday Inn in the UK owned American multinational chain hotel which is also subsidised by the international hotel chain Intercontinental Hotel Group. This hotel is running its activities in more than 50 countries with more than 3000 locations. It has over thirty thousand permanent employees around the world. The hotel is always caring with its HR development and it gives different training and development opportunities to its HR officers as part of this.
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Note: HR professionals of any organisation like Holiday Inn need to be more skilled and expertise to achieve the organisational goals and objectives. There are some appropriate knowledge, skills and behaviour required for the HR officers of Holiday Inn.  Strong communication skills can help them communicate with different individuals and parties both inside and outside of the firm. It can also help in managing the relationship and giving ideas to the executives. Knowledge of administrative activities can help to increase the productivity of the hotel. Recruitment and selection related skills can help them select the best personnel for the firm and increase its efficiency. HR professionals also need to plan about different issues and decisions. They need to have data forecasting and data analysis skills to be a good planner. HR professionals are also good leaders and trainers. That's why they need to have these skills of leading the team and individuals from the front. These skills will help any HR professionals of Holiday Inn be more efficient for the firm.
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Note: As a graduate trainee HR officer of Holiday Inn I have some HR-related skills and expertise. However, I also need some more HR related skills which can be developed by training and development process of the hotel. These skills and knowledge can be found by my own skill audit. Skill audit shows some skills I need to develop by training and development process. In communication skills, I have a good score in drafting contracts. I have also some knowledge of HR advising issues and managing teams and groups. However, as a trainee officer, I have little or no practical knowledge in solving employee complaints.
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Note: I also need the recruitment and selection related skills and knowledge while working with the hotel it is one of the vital tasks for the HR professionals. Skills audit shows that I have some knowledge in job analysis and training the employees although they are not enough as I don't have any practical experience. It also shows that I have no experience in taking interview session and analysing employee skills. These skills are important for recruiting new employees. Training on these skills Amy help me in improving my skills.
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Note: I also need to be trained for getting the skills related to analytical abilities which include, data analysis, forecasting, developing ideas and findings solvable ways for critical problems. I have a very good data analysing capability where I can also use some data analysis tools. I have some skills and not enough like forecasting skill and developing ideas. I have also little idea in finding the best ways for any critical problems as a new HR professional.
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Note: Finally, The skill audit shows how much experience I have in supervisory management. In this case, I have almost a month or less than a month of experience in this role. However, I have already 3 people under me for one time while doing my roles.
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Note: I need some skills to be developed through training and development process for becoming a good HR officer for Holiday Inn. The organisation have some potential benefits if it develops me by giving these training facilities. My improved efficiency will help in increasing the productivity of the firm. I can also handle all the HR related activities like management and leadership, training and development, teamwork, decision-making process and so with more efficiency and effectiveness. These benefits will be got by the firm for a long time I can be developed well according to their policy and ideology. Improvement of communication skills through training and development process will also help in maintaining connectivity across the organisation. As a result, a better employee relation can also be maintained which is important for more employee motivation and employee retention for the hotel.
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Appendix
	Post Name: Human Resource Officer

	
	Very good
	Good
	Adequate 
	Little or no

	Communication skills

	Drafting contacts 
	
	✔
	
	

	Solving employee complaints 
	
	
	
	✔

	Advising HR issues 
	
	
	✔
	

	Managing teams and groups 
	
	
	✔
	

	Recruitment and selection skills

	Job analysis 
	
	
	✔
	

	Justifying employee skills 
	
	
	
	✔

	Taking interview session 
	
	
	
	✔

	Training the employees 
	
	
	✔
	

	Analytical skill

	Data analysis 
	✔
	
	
	

	Forecasting based on current data 
	
	
	✔
	

	Developing ideas 
	
	
	✔
	

	Finding out solvable ways for critical issues 
	
	
	
	✔

	Supervisory Management

	How much experience have I had in my role?
	< 1 month
	1- 3 months

	> 3 months


	
	✔
	
	

	How many people have I managed at any one time?
	None
	1 – 5
	Above 5

	
	
	✔
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Potential benefits to the organisation of developing
an HR officer

= More productivity

= Effciency and effectives

= Long time benefits

= Betieremployee relations
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Introduction

Human resource officers play the most important role in any organisation by giving
support from top to bottom of the firm. That's why skills and efficiency are needed
for all HR officers working with the firm. Training and development can help them
with all types of HR skills. However, itis also needed to find out the required skills,
knowledge and behaviour an HR manager needs for achieving the organisation's
HR goals (Maity, 2019. ). Skill audit activities can help in finding these elements. It
can help in planning for training and development actions needed for an HR
officer. These skills and knowledge of HR officer can bring benefits for the firm for
along time.




image3.png
Company background: The Holiday Inn

= UK owned American international chain hotel brand working globally
= Asubsidiary of Intercontinental Hotel Group

= Workingin more than 50 countries with more than 3,000 locations.

= Having more than 35,000 employees

= Giving training and development facilites to its employees
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Appropriate knowledge, skills and behaviours (KSB)
required by HR Professionals

Strong communication skills
= Managing relationship inside and outside of the firm
= Administrative activities.

= Recruitmentand selection

= Planning skills

= Leading and training
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