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This is an individual presentation on training and development needs for a HR officer.  This presentation will critically assess the potential benefits to the organisation HR officer in the workplace.   This presentation will critically evaluate development vehicles available to an organisation appropriate to the development needs of an HR officer.  This presentation will conclude with the findings and provide recommendations to the organisation to improve its performance management techniques and what was learned from this presentation.  
 Busy Bees Operates 378 nurseries throughout UK and is catering for more than 35,000 children and employing more than 800 staff (Nursery World, 2017).   
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As Busy Bees is a large company and has many employess, it needs the services of HR officer to recruit talented staff.  The HR officer can prevent high staff turover, by selecting the right staff and providing the empoyees training needs to enhance their career as well as benefit the company.  Employees will feel valued if they know there is career growth in the company and the company itself is invovled in providing them training needs.  They will be motivated  provide good quality work.  Busy Bees will benefit as trained staff will provide better quality, thereby increasing their reputation.
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  The HR officer will be responsible for recruiting talented employees appointing so staff can be retained.  As there are many employees in Busy Bees, conflicts over pay, with the company and among the employees can arise. It is the responsibility of the HR Officer to resolve these various matters through mediation and meetings.  It will prevent the employees from going to court, which will benefit this company, by saving them time, money, and the reputation of this company.   Busy Bee needs to hire staff from different cultural background.  It is the responsibility of HR officer to hire staff from different cultural backgrounds to reflect the society.

.
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 I have adequate experience in using Excel and no experience in using specialist HR software. I am very good at using the internet and e-mails.  I am good at writing reports and producing material to support presentations.  I am adequate at delivering training sessions.  I have no experience in drafting contracts of employment and taking notes of disciplinary.  I am good at resolving complaints/ disputes, interviewing but adequate on HR issues.  I am good at using verbal reasoning skills.  I am good considering the ides of others.  I have no experience in working as an HR officer.  I have managed 3 people in my previous experience in working in an office.
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The HR officer is interested in career growth within the company.  I want to be HR Manager and eventually be an HR director of Busy Bees.  In order to gain personal development and career growth, I need training in computer skills.  I need to develop my listening skills and to be patient.  I need to do courses on Employment Law and on Equality and Diversity in the workplace.  These courses, I will do when I am an HR officer.
I need to do further courses and training, in order to be an HR manager and HR director.
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Mentoring will be used by Busy Bees, in my job role as an HR Officer.  It is an effective approach to develop employees (CIPD, 2020).  The mentor will be senior and more experienced person in the company and will provide advise and guidance in my work and career.  However, the company 
needs a way of determining whether the training provided to the HR officer is adequate.  CIPD qualifications and courses helps in building the career of HR personnel (CIPD, 2021).  Hollands Model will be used at it provides helpful way of understanding different work environments (Holland Theory of Vocational Types, n.d.).  However, there are some limitations in Holland’s model because there is limited research on how these preferences develop and whether or not they change (Gibson, et al., 2009).
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               Mentoring is the best technique to be used and will be used throughout my career growth. The reason being that both mentor and mentee can build relationships with each other and understand their cultural backgrounds.   It benefits this company as it transfers and maintains institutional knowledge and fosters an inclusive, collaborative, and diverse environment (Mindtools, 2021).
               CIPD qualifications and training will used throughout my career growth as it provides me the necessary qualifications to develop myself and climb up the ladder.  However, Hollands model will not be used so much as individual’s preferences change over time and this theory does not provide insights into how one develops guidance for working with HR personnel (Gibson, et al., 2009).
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Performance appraisal, review, feedback, and interview techniques will be used by Busy Bees, in order to assess my performance.  It is important to know how the HR officer is preforming and progressing at work.  If there any problems, the company can help me by providing solutions and boosting my morale, so I am loyal to the company.   Observations and 360 review techniques will also be used to assess my job performance.
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This presentation identified Busy Bee’s needs for an HR Officer.  It identified the current qualifications and knowledge of an HR Officer.  It also identified the knowledge and skills of me in appendix B, needed for this job.  A detailed training and development career path was planned out for me to achieve my goals for promotion and productivity in my job roles.  
It is essential for the company to provide training, mentoring, and using Holland’s model to benefit the HR officer.  This is needed to benefit the company and it will benefit economically as staff will be retained and will waste less time and money on hiring and training new staff. 
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Performance appraisal and other techniques were used by the company to ascertain my work performance and career goals.  This is essential as both the company and I will benefit, in achieving our respective goals.    Recommendations of goal-tracking software and peer reviews have been made in this presentation.
Another recommendation is that my performance feedback to be carried out every 3 months, so that I can openly talk about any problems regarding work, and it can be resolved quickly.
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HR Officer’s Career Plan

Assessing HR officer’s training and development needs and these are:
Computer Skills.

Listening skills.

To be patient.

To gain knowledge about Employment Law.

To gain knowledge about Equality and Diversity in the Workplace.

The next level is Human Resource Manager and their duties are:

The HR Manager is responsible for managing employee relations casework including disputes
resolutions, grievances, disciplinaries, absence and retirement.

To provide on selection and recruitment selection strategies.

To design, plan develop and evaluate human resource-related initiatives that support
strategies

To apply HR and decision making skills and knowledge.
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Implementation of Training Needs

Holland Model of Vocational types framework will be used to asses the training and deve
needs of an HR Officer.

The training and development needs of an HR Officer:

The Equality, Diversity And Discrimination course (CPD Online College, n.d.). Online and th
duration is only 3 hours.

Microsoft Excel course (Microsoft Office Courses, 2018). Online and duration is 5 hours.
Mentoring will take place simultaneously in the workplace.

Specialist HR Software course (CIPD, 2021. Online and duration is one week.

CIPD Level 3 Employment Certificate (CIPD,2021). Online and duration is 9 months.

CIPD Level 5 Endorsed Diploma HR Advisor (Reed, 2021). Online and duration is 375 hours.

Developing listening skills. To pay attention to the other person carefully and take turns
(Mindtools, 2021).

Developing patience skills. To relax and take deep breaths (Mindtools,2021).
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Training needs of HR Manager and HR

Director

» The HR Manager training needs:
» Work Experience for two years - on the job work experience with a Mentor.

> CIPD Level 5 Associate Diploma in People Management (CIPD, 2021). Online and the
duration is one year.

» Intercultural Communication course (Future Learn, n.d.). Online and duration is 5
weeks.

v

Certificate in Recruitment and Selection (CRS) (Personnel today, 2004). The course is
flexible, 8 days of lectures and 20 hours self-study.

The HR Director training needs:
5 years on the job experience as a manager in Human Resource Department

vvyv

CIPD level 7 Advanced diploma in Strategic People Management (CIPD, 2021). Online and
duration is for 2 years.

v

CIPD’s Professional Development scheme (PDS) covers leadership and management,
people management and development, generalist and specialist personnel and
Gevelopment and applied personal and development (Totaljobs, 2021). Postgradua
Level course and the duration is for 3 years.
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Scheduled Review and Performance
Assessment

Use performance appraisal process which involves:
Review HR officer performance every 6 months.
Establish job expectations.

Appraise performance.

Performance interview.

Boost her motivation so she can progress further in her career.

Reward her good performance at work.
Get feedback from HR officer and provide feedback on their strengths and weaknesses.

Observations will take place every month.

YYYVYYYVYVYVYY

360 review will take place quarterly.

Sidesor20 [

H P Type here to search





image9.png
AutoSave

Anita Ajmani

Fle  Home Inset  Design

AR b

o - T Reset

New Reuse —
v ¥ | Sidev Siides 3 Section~

Clipboard 1 Siides

Sesarn [0

H P Type here to search

Transitions

Animations  Slide Show ~ Review  View  Help
x| A | BRI | gy B [} 2 Oind
Ll = s} Sho A'.D 4 & Replace ~
B A S i 2 b Select~
Font Faragaph Drawing cating

Conclusion And Recommendations

) This presentation provided a clear career path for me and how | can progress
further within the company.

> This presentation investigated the company’s needs for recruiting an HR Officer.

» This presentation identified the strengths and weaknesses of HR Officer and how
with the right training, the weaknesses can be rectified.

» This presentation has provided training and development needs to do my job
effectively.

» The HR officer, can be promoted to HR Manager and HR Director by doing
mentoring, courses and trainings required for these jobs.

» It is important to provide training to so | can do the job effectively.

» Trained HR officer will be able to make better and economical use of materials and
equipment’s, so wastage will be low, therefore benefitting the company

» Less supervision is required.

» The morale and value increases which will motivate me to be loyal to the company,
therefore, less staff turnover (Office Team, 2015).

» | can strengthen those skills that | am weak at.
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Conclusion and Recommendations

Performance assessment and review of myself is essential to achieve the company’s goal as!
well as my goals and review will take place every 6 months.

The recommendations made is to clearly communicate company’s goals and performance
objectives to me by using a goal-tracking software in which the HR department will outline
goals (Databox, 2021). Another recommendation is to offer frequent performance feedback
every 3 months so that that | can improve myself to achieve the company’s objectives.

Another way is to utilize peer reviews because they allow other co-workers to praise me and
also point out where improvements can be made (Everett, 2021). By incorporating all of

these, the objectives of the company and HR officer will be met, thereby benefitting the
company as well as myself.
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Personal Skills Audit
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appropriate to indicate how you would rate your skills In relation to the following work / functional area:

Very good

spreadsheet
Use a Database
Use specialist
HR software
Use the internet
Use e-mail
Use PowerPoint

Very good
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support presentations
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Introduction

This presentation investigates the training and development needs for a HR officel
This presentation investigates the company’s needs for a HR Officer.

This presentation will manage the HR officer’s career path and personal developmen

vyYVYVYy

This presentation will generate a training plan to meet the identified development ne
officer in the workplace and for promotions.

This presentation will talk about performance management and performance appraisals.
The organisation’s name is BUSY BEES.
The HR department is based at the head office in Staffordshire (Busy Bees, n.d.).
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The presentation will be presented to the company’s HR Director for their consideraf
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Company Context

> The company Busy Bees is suitable because it needs the services of HR Officer as it a big
company.

> There are various departments in Busy Bees, such as accounting department, managing
department and Nursery Practitioners working in various branches of Busy Bees.

> The company is only successful as the employees who work for it, as Busy Bees has many branches
and departments, it is vital to have a dedicated HR Officer who can hire and retain best staff.

> HR Officer can help create job descriptions and person specifications to make sure that top talent
is attracted.

> Employment laws can change fast and HR Officer can make sure that the company is up to date
with all the changes to employment law.

> There are many employees in Busy Bees, so there is a greater risk of issues such as pa
harassment claims and unfair treatment. An HR Officer can handle conflicts in the
thereby, avoiding lawsuits through mediation.

> HR officer can review every employees’ performance on a regular basi
programmes suited to them.
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HR Officer Officer’s Person Role Description

The duties of HR Officer in Busy Bees are as follows:

>

Developing and implementing on issues like working conditions, performance managemei
equal opportunities, disciplinary procedures, and absence management.

Recruiting staff which involves developing job descriptions and person specifications, prepi
job adverts, checking application forms. short listing, interviewing, and selecting candidate!

Dealing with grievances and implementing disciplinary procedures
Promoting equality and diversity as part of the culture of the organisation

Working closely with various departments increasingly in a consultancy role assisting line
managers to understand and implement policies and procedures.

Liaising with a range of people involved in policy areas such as star performance and health
safety.

Administering payroll and maintaining employee records.
Interpreting an advising on employment law.
Analysing training needs in conjunction with departmental managers.

© Comments

0]





image4.png
AutoSave

Anita Ajmani

File Insert

% = B tayout -
3. | B

pose B ew Reuse =
v ¥ | Sidev Siides 3 Section~

Home. Design

Clipboard 1 Siides

T [inoscson

|

Siide 4 of 20

o

H P Type here to search

Transitions

Animations  Slide Show ~ Review  View  Help
. B L ) & PFind
K| A e & [ Z & Replace
AL A Shapes Arrange
S Aav |2+ A S LG @ IS Select~
Font Paragraph Drawing diting

HR Officer’s current knowledge, skills, and
competencies

Knowledge
- BA (Hons) degree in Leadership and Management skills for the workplace.
- CACHE Level 2 Certificate in Childcare and Education.

- Previous experience in working in an office.

skills

- Good computer skills in word and database.

- Good communication skills.

+ Good problem solving skills.

Competencies

- Good at taking initiatives.

- Good at decision making

Weaknesses

- Lack of listening skills.

- Impatient

- For more detail please see Appendix B.
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