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1. Introduction
In both a micro and macro stage, human resources is concerned with the task of handling individuals inside an organisation. Employees are treated as entities at the micro stage, with their own needs, capabilities, and weaknesses.
Human resources is associated about how a company as a whole interacts with and cares about its workers on a macro basis. The macro level includes general personnel practices such as wages, pensions, recruiting and termination procedures.
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2. Knowledge required by HR officers

2.1. Knowledge about information technology:
Almost any profession requires any understanding of computers and applications. Organizations use information technology (IT) for a number of purposes. Organizations benefit from information technology because it enables them to operate more effectively and improve.
2.2. Knowledge about employment legislation
Employment legislation was introduced to provide rules and regulations for employers and workers, as well as to provide them with safety and structure. They are comprised of local, national, and federal legislation.
Their significance cannot be underestimated, when a corporation breaks a rule, the sanctions and legal actions will be crippling, which is why it is critical for companies to incorporate best practices and protect the company's and employees' well-being (Cheary, 2017).
2.3. Knowledge about health and safety
Breaking health and safety laws may have serious implications. Fines for health and safety offences continue to rise year on year, as the UK government takes a zero-tolerance stance. Companies are also crippled by fines, particularly if they are facing extreme fines. Furthermore, violations of health and safety frequently result in criminal records, which may have a negative effect on the organization's capacity to continue to function (Benstead, 2019).


2.4. Personnel recruitment
Recruitment and selection is an important to the overall growth, profit margins, and skill development for every organization. Additionally, a recruiting and hiring process is crucially necessary in any profitable sector, as well as working/ life balance, and not just HR consolidation.
Bringing in qualified and skilled employees is critical in recruitment and hiring processes. This is a critical point, since it would ultimately influence the overall operations (Strenghtscape, 2019).
2.5. Management and administration knowledge
Administration is a concept that refers to a broader, policy-making degree. The first-line supervisor is rarely named as an administrator, he is referred to as a director or manager.   
In the health care sector and in a wide variety of other organizations , issues (such as flu vaccine distribution) are administrated (BroadVision, 2016).
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3. Skills required for an HR officer

3.1. Listening actively
To fully understand another human, you must pay attention and be empathetic to their needs.
Listeners are able to develop an understanding of what they have to suggest when listening to the updates. The strengths that are developed in active listening can help deal with conflict, frustration, and disappointment (Gonzalez, 2018).





3.2. The ability to think critically 
Critical thinking is a necessary capability for academics and professionals. It naturally develops during undergraduate and postgraduate research and is applicable to nearly every industry and role.
3.3. Decision making
It is critical to the organization's or every person's working. The possibility of achieving organizational priorities and strategies is entirely dependent on the act of decision making. That is the route forward.
3.4. Time management
Effective time management implies seizing control of hoe to use the time, ensuring that one’s is not constantly struggles with deadlines and continually being under pressure. 
When time is managed, planning ahead is required, establishing priorities and tasks.
3.5. Problem solving
It's important to understand that becoming a problem solver is more than a skill; it's a mindset, one that motivates people to pull out their best self and to positively shape the environment. Rather than embracing the power structure, real problem solvers are increasingly attempting to mold their world in a constructive manner (Watanabe, 2009).
3.6. Judgement 
People representing a company, like managers or ceo must exhibit good judgement, in a wide variety of critical decisions. Judgement is very important and is probably the most critical asset a manager must possess. Prioritizing, hitting targets, and carefully preparing are critical abilities in challenging times. When we have short deadlines and struggle with certain important issues, failing to think about the potential choices causes significant tension (Citywise, 2017)

3.7. Material and financial management
The strategic preparation, organizing, directing, and overseeing of financial undertakings in an organization or institute is referred to as financial management. It also entails adapting accounting concepts to an organization's financial resources, as well as having an essential role in fiscal management (pfh-university, 2017)
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4. Responsibilities of an HR officer

4.1. Creating job requirements
A good explanation can help managers explain to their workers just what they can hope to get from the potential employees in terms of duties, responsibilities, achievements, and working conditions before they apply for the job.
4.2. Training
Training the new personnel is the hr responsibility, training leads to an increase in worker production and performance. An individual who has been given enough training would demonstrate both quantity and consistency.
4.3. Assuring all workers are well organized and happy
Staff members who are passionate about their jobs are more creative, happy, and efficient. This boosts self-esteem and encourages higher efficiency and productivity for both the individual and the company.
4.4. Health and safety
The HR have the responsibility to put in place health and safety act. The main reason for health and safety rules to be in place at the workplace is to keep everyone safe being employees, suppliers, customers or members of the public, everyone must respect health and safety rules.
4.5. Processes for personnel growth
Job rotation, coaching, mentoring, working groups, feedback, all this are helping to develop the employees.


4.6. Payroll and pension management
It not only aids in the recruitment of new employees, but it also aids in job longevity. Employees can only stay in an organization if they are rewarded and recognized for their efforts. Payroll plays a critical part in improving staff satisfaction with employer benefits.
4.7. Conflict resolution
Possessing effective dispute conflict resolution capabilities enables workers to minimize the tension that wreaks havoc in their working partnerships. They are likely to talk more effectively with coworkers by settling disagreements in a more professional and respectful way (Cleverism, 2016).
4.8. Legal knowledge in the workplace
Knowing workplace regulations means that the employer is mindful of its privileges and liabilities, as well as providing the greatest possible care for its workers. Since employment law is a dynamic field, it necessitates expertise, structure, and reform, as well as keeping up with the new innovations and regulations (CIPD, 2019).



5. Personal skills audit
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6. If the company hires me as an HR officer
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Introduction

» HR officer advise on, and enforce policies concerning the efficient use of employees in a company.

» HR divisions are required to contribute to the success of the companies they serve.

» Operational tasks, training, orientation, data collection, and assistance are all responsibilities of the human resources fér.
» HR officers helps in reducing discrimination and encouraging equity and diversity in the company.

» HR officers are collaborating with a variety of stakeholders in policy fields such as employee engagement and health and
safety.

(Recruiting Resources, 2016)
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