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Presentation speaker notes 

1 Slide Home page with general information.
Slide 2: Introducing My Company: I would like to introduce you to a residential building management company called RMG Ltd and based in London. These types of companies take care of and maintain private areas, office buildings, or residential buildings according to what the contractors agree. The above-mentioned company represents 70,000 facilities nationwide and one of these facilities is Vista, where I work. As a capital, property investment pays off well, but they do not intend to deal with maintenance or renting because they live elsewhere or have too many other occupations. How can see on slide many more tasks we are doing and, of course, many entrepreneurs are working with us whose work needs to be scheduled, supervised, and coordinated for the benefit of the residents.
Slide 3: As a graduate trainee, when I start working in a company of this nature, I need to have the following basics. Business knowledge - detailed knowledge of the work of the company and the responsibilities and mission of the company. HR skills: liaison with departments, managers, and staff, as well as basic knowledge of occupational safety, knowledge of the recruitment process, including job description and personal specifications, job postings, screening of applications received. In addition, enforcement of employment rules (pay, absence, etc.) complaint handling, knowledge of disciplinary procedures. Develop HR planning strategies that take into account immediate and long-term labor needs; plan and, where appropriate, conduct training, including the training of new staff. I would highlight it from soft skills because without flexibility it is very difficult to work together and the credibility to set an example and represent the company.
Slide 4: The above knowledge and skills are needed because in the following areas the HR profession involves almost all administrative tasks: preparing documents, working with clients, receiving phone calls, arranging appointments, managing finances, creating databases, following legal changes, tracking company documents, etc. They often take a stand on contentious issues to resolve them, participate in negotiations, and disagree on complaints between employees and managers. In managerial disagreements, it is good to be able to perform well in all roles. We also include motivational skills, developmental team building, and good conflict management. Participating in the support of change processes is very important because problem-solving and interpersonal skills come to the fore here. HR people can enter into strategic partnerships with other companies to, for example, receive training if it is the same as the company needs, but it can also be a good strategic partnership with employment agencies, as it is essential to replace inactive employees with reliable employees.
Slide 5: Why is it important to prepare? Because in the HR profession, expectations can change daily. One day we organize training, the next day we do an interview, the third day we create the job description and in addition, the rules and laws must be up to date. In workplaces, certain training is repetitive (first aid, firefighting course,) to be repetitive so that workers repeat them. It is very important to set an example as an HR, so you should always be prepared, be punctual and treat everyone as an equal. If the relationships between the workplace and the external partners are based on these principles, our work will be more successful, and we will also promote the image of the company.
Slide 6: Acquiring certain skills is essential to successfully build an HR career, to have a good image, and to perform a wide variety of jobs. Below we can see that I list the differences between soft skills that come from our nature and cannot be changed much and hard skills that can be developed. These can also be called social skills as they promote collaboration as well as conflict management. The other group includes the skills that depend on the willingness to learn, enable the acquisition of new technologies, and with the help of which we can learn about the business model and market strategy of a certain organization. Last but not least, to be able to handle large amounts of data.
Slide 7: In my SWOT analysis, I highlighted areas where I am very good, some soft and hard skills, as these skills provide a very good foundation for me to do my job well. Among the skills to be developed, the development of technical knowledge was mainly highlighted through the acquisition of certain programs and the soft skills to be developed. These include the following social skills, such as emotional, primarily negative emotions, frustration, anger, and more. panic, but also the development of innovation skills, for example, because I tend to get used to traditional things and not look for new solutions.
Slide 8: I have divided the development into two major areas, one is the development of technical knowledge. The other is dealing with negative emotions at work. The technical knowledge in my case is managing, updating, and updating an HR platform, a platform called Cascade, managing the technical database of payroll and overtime management, setting the keywords of the CV filtering program. I am also looking for development opportunities to develop the social skills listed above.
9 Slide: Digital career training programs, IT training, use of IT applications, if you look around the market, you can find plenty of training, online or even participatory training. It is our job to determine exactly what knowledge we need, what level of knowledge we want to achieve, and which IT application we will use for this purpose, I prefer online education so that I can learn at my own pace and in my spare time. These training can build on each other, so we can constantly train ourselves to keep up with the latest technologies. I have found the following options that meet my goals, to develop a video, podcast, workbook, a bite of material, and a development plan. You can even use all of them, depending on which one is best for the situation now. It’s varied and there are a lot of options, but the goal is still very important because I need to be able to determine the outcome I can work with effectively, sometimes less more so as not to get lost in the many offers.
Slide 10: Benefits Barry Phegan mentions 5 levels of corporate culture in his handbook (Developing Corporate Culture, The Joy of Leadership, A Handbook for Leaders and Managers) that cover the entire corporate operation. The third level of these is the organizational structure. Market competition, market presence, the flow of information takes place at this level. As a highly trained and knowledgeable HR, I can effectively reinforce this part, and as a result, the company will operate optimally, which is known to result in high productivity and profits.
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Property Management Company Rmg 

Day to day operations

Owner interest  

Protect the integrity of the property

Assist owners creating budgets

Advertise rental property 







Maitenance 





Screening potential tenants





Leases





Repairs





Areas where capabilities need to be possessed
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Business knowledge





HR professional knowledge





Flexibility





Credibility









Roles of HR
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The administrative expert





In the role of conciliator





In the role of change support





Strategic partner











HR starts with ourselves
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Preparedness





Accuracy





Equality





Skills required

Soft skills

Hard skills

Business management skills

Finance skills

Legal knowledge

Technological competence 

Decision making

Employee Relations











Organisation





Time management





Communication





Confidentiality





Adaptability





Teamwork





SWOT analisys of myself

Strengths 

Knowledge 

Flexibility

Experience 

Positive attitudes

Capacity 



Development need 

Microsoft excel skills

HR program knowledge

Creativity 

Develop mind tools 





 technical competencies

MIND TOOLS TO HANDLE EMOTIONS

Negative emotions

Frustration

Handle criticism

Develop how to handle anger 

Fears

Lack of motivation



IT Skills

Program management

Microsoft Excel 











Trainings









Training companies

IT training

IT applications 



Workshops, 

Videos, podcasts, workbooks, bite-sized materials,   and development plans

























Benefits: Personal development and for the company high productivity and profits

Personal development

High productivity and profits.
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Annex A

Key expectations of HR Officer Roles

As a human resources (HR) officer you will develop, advise on and implement policies relating to the effective use of staff in an organisation. In the role, you aim to ensure that the organisation that you work for employs the right balance of staff in terms of skill and experience and that training and development opportunities are available to colleagues to enhance their performance and achieve the company's business aims. HR departments are expected to add value to the organisation they support. The exact nature of the work varies according to the organisation, but is likely to include:

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

· promoting equality and diversity as part of the culture of the organisation.

· liaising with a range of people involved in policy areas such as staff performance and health and safety. recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts,

· checking application forms, shortlisting, interviewing, and selecting candidates.

· developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures, and absence management.

· preparing staff handbooks.

· advising on pay and other remuneration issues, including promotion and benefits, undertaking regular salary reviews.

· negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions.

· administering payroll and maintaining employee records; interpreting and advising on employment law.

· dealing with grievances and implementing disciplinary procedures.

· developing HR planning strategies, which consider immediate and long-term staff requirements; planning and sometimes delivering training – including inductions for new staff.

· analysing training needs in conjunction with departmental managers.
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Annex B 



		INFORMATION TECHNOLOGY 

		Very good

		Good

		Adequate

		Little or no experience 



		Organizational skills 

		⃰

		

		

		



		Analytical abilities

		⃰

		

		

		



		Troubleshooting 

		

		⃰

		

		



		Resourcefulness

		⃰

		

		

		



		Curiosity

		

		

		⃰

		



		Time management

		⃰

		

		

		⃰



		Coding 

		

		

		

		



		COMMUNICATION SKILLS

		

		

		

		



		Active listening 

		⃰

		

		

		



		Friendliness

		⃰

		

		

		



		Confidence

		⃰

		

		

		



		Empathy 

		⃰

		

		

		



		Respect

		⃰

		

		

		



		Writing skills

		

		

		⃰

		



		Academic writing skills

		

		

		⃰

		



		Public speech 

		

		

		

		⃰



		PROBLEM-SOLVING SKILLS

		

		

		

		



		Analysis

		⃰

		

		

		



		Decision making 

		

		⃰

		

		



		Research

		

		⃰

		

		



		SUPERVISORY MANEGAMENT 

		

		

		

		



		Critical thinking

		

		⃰

		

		



		Sense of priority

		

		⃰

		

		















1. Use Microsoft Office Word Use Excel spreadsheet Use a Database Use specialist HR software Use the internet Use e-mail Use PowerPoint

2.  Drafting contracts of employment Taking notes of disciplinary hearings Write reports Produce material to support presentations Delivering a training session Resolving disputes/complaints Interviewing Advising on HR issues

3.  Make good use of verbal reasoning skills, able to handle complex data and make selective use of information Explore more than one solution to solve a problem Consider the ideas of others to help solve problems

4. How much experience have you had in your role? professional placements? < 1 month 1-3 months > 3 months How many people have you managed at any one time? None 1-5 Above5

5. I declare that the information given in this form is true Signed   VV        Date 30.12.2021.
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