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The presentation covers the arguments such as knowledge, skills and the behaviours of a human resource officer. Based on these topics, it analyses my personal skills, in order to identify areas to develop and improve, through the training I require. In the end, it recognises the benefits that I would bring to the organisation, if the company would invest in training me in these identified areas of needed improvement.
Important knowledge that a human resource officer should possess includes: employment law, the basic regulation that protects their condition, for example, improvement for maternity and paternity leave, minimum wage and law support with disability discrimination (Armstrong and Taylor, 2014); employment benefits, such as knowing how to maintain their wellbeing, for example, Marks & Spencer developed the Plan A programme to establish measures for the wellness and engagement of the workforce (Patterson, 2014); HR information systems, that help the human resource officer in managing the organisational data, in order to report employees’ needs easily (Tcs, 2021); HR policies, which are the guideline approaches the organisation is expected to uphold and provide each employees with, such as values and how the people should be treated (Armstrong and Taylor, 2014); base pay management, determining job hierarchy, where every level of work has a defined wage and the scope for pay progression, providing processes of monitoring and controlling its implementation, ultimately, being able to communicate the career and pay opportunities available to employees (Armstrong and Taylor, 2014); recruitment and selection, hiring new employees with careful consideration, for example, if the company identifies the need for extra part-time labour or overtime of existing workforce, the human resource officer, once informed and briefed by the organisation, can then begin to fill employment gaps (Gusdorf, 2008); develop and implement training, which means that the HR officer should analyse changes in the work environment and identify the areas related to specific needs, in order to plan the development of skills or knowledge for the current and future employees (Rees and Porter, 2015); job quality, which is a concept that encompasses all the knowledge concerning the factors that influence the creation of a good working environment, by keeping the satisfaction of employees high and in such a way as to increase motivation and engagement for their work (Rees and Porter, 2015).
In regard to an HR officer’s skills, they must know how to solve problems and take decisions suitable for the current situation, thus, in having the correct business skills they can contribute effectively in creating a competitive advantage for the company, using strategic people management skills (Armstrong and Taylor, 2014). Indeed, as Armstrong and Taylor affirm (2014), having the ability to manage the workforce can enhance the profitability for the company, in order to support their goals. Moreover, a successful HR should have leadership skills to persuade and invite the employees to take part in specific work-related activities (Gilbert, De Winne and Sels, 2021), thus, with the ability to communicate effectively they can influence the team. Communication is the most important skill that a human resource officer should have, because they constantly need to interact with the employees, in order to help the organisation in explaining and delivering company developments (Rees and Porter, 2015). Therefore, being social and collaborative, an HR can easily build mutual trust with the workforce and with the constant use of active listening they will be able to understand their necessities or problems, thus motivating the employees in their job (Madjoski, 2015).
The HR officer’s behaviour in the working environment should always display a positive attitude, in order to enhance and encourage engagement with the employees (CIPD, 2021). In fact, the workforce should be involved and enthusiastic about their work and ought to feel that they are respected, appreciated and empowered in what they are doing (CIPD, 2021). Moreover, the economic pressure can create conflicts and generate ethical issues (Harris, 2016). Harris states (2016), ethics is related to making decisions and judgements in regard of what is the right action to take. It describes different approaches that can be extended in particular concepts, which affect and guide ethical behaviour, namely honesty, justice, inclusivity and integrity (Armstrong and Taylor, 2014). 
Based on the knowledge, skills and behaviours that an HR office must have, I identify my strengths and weaknesses. The result is a strong regard of how to manage people, for example, dealing with grievances and complaints; solving and taking decisions on complex problems; good communication skills and resolution of disputes. While, less experience and a lack of knowledge are identified in the technology aspects, as shown in the attached Appendix B, especially in the use of specialist HR systems.
The organisation chosen is Marks and Spencer, who recently upgraded their Human Capital Management systems, called the Oracle PeopleSoft system and have implemented a dynamic portal called PeopleSoft Interaction Hub, which is a specific server for the human resource team (Tcs, 2021). M&S has to manage over 83 thousand employees and the old system was highly customised, too complex and outdated, preventing new revisions and modifications. With the newly implemented software, the HR can interact through a one-stop portal, that stores the organisation’s information in a simple, more reliable layout and keep track of their developments as a single source of business intelligence for HR reports (Tcs, 2021). 
These implementations allow the organisation to openly publish the HR reports in the hub, where all the employees have access (Tcs, 2021).
Consequently, M&S need to train the HR officer in using the software, as they are important in effectively managing the organisation’s information and understanding eventual gaps or problems within the business (Lombardi, 2020).
Indeed, the training program will help M&S’ human resource officer to manage complex data efficiently and administer knowledge retention through the use of the interactive hub (Lombardi, 2020). It will help the company in identifying problems or the needs of the employees, through the reports, and develop an implementation to quickly solve any complications (Lombardi, 2020). 
In conclusion, with the right knowledge, skills, behaviours and specific tools, the human resource officer can support the company effectively, following their strategy to deliver their goals and help them to keep a high-performance standard within the organisation.
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My Personal Skills Audit

1) Information technology: very good in the use of software such as

Microsoft Office Word; Excel; Power-Point; databases; internet and e-mail. Little

experience in specialist HR software.

2) Communication skKills: very good in writing reports; producing material
to support presentations; resolving disputes. Good skills in drafting contracts and

interviewing. Adequate skills in taking notes of disciplinary action; delivering a

training session; advising on HR issues.
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My Personal Skills Audit

3) Problem solving: very good in exploring more than one solution in
order to solve a problem and considering the ideas of others to help solve

them. Good skills in the use of verbal reasoning; ability to handle complex data

and make selective use of information.

4) Supervisory management: the experience | have in this role is

less than three months and | managed more than five people.
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Training and Development

| need a program to cover my shortcomings which would focus in
developing the use of specific technological tools, in M&S, such as the
PeopleSoft interactive HR hub, which have replaced previous complex

systems.

Training with the new software

Implementing systems to improve employee management

Understanding the dynamic one-stop portal
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Potential Benefits for the
Company

The programme will help the company M&S to:

* Manage the business’s data efficiently

* Manage the knowledge retention, diversity and inclusion into reality

» With the help of using the organisation’s databases | will be able to
use, in context, the tools learnt to manage their strategic goal and

make them successful.
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Conclusion

The Human Resource Officer will be able to operate
strategically by having the right knowledge, skills, behaviours
and specific tools available to them. In conclusion, with the
improvement and development of my shortage in the
companies technology systems, | can help Marks & Spencer
to deliver their goal effectively and consistently and keep their

standards high within the organisation.
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Appendix B
Porsonal Skills Audit
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Introduction

- Knowledge, skills and behaviours of a Human Resource Officer.
- My personal skills audit.

- Training and development | need, based on shortages in my

personal skills audit, regarding the company Marks & Spencer.

- Potential benefits for the organisation of developing me as an HR

officer.
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Knowledge of an HR Officer
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Skills of an HR Officer
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