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Speaker notes

An HR officer's role is to create, consult on, and enforce policies relating to an organization's efficient use of personnel (The HR Function | CIPD, n.d.). The purpose of this position is to ensure that the Organization for which you work hires an appropriate mix of talent and experience and that colleagues have access to training and development opportunities to improve their performance and help the company achieve its business objectives (Lumen, n.d.). However, recently human resource management has grown in importance for both organizations and individuals as a profession. Human resource managers are, in fact, constantly involved in work due to their hectic schedules. This requires that they work efficiently for their employers.
Organizational roles and human resource management are inextricably linked. In this regard, it appears critical that HR practitioners understand organizational goals and the necessary level of expertise to perform effectively. Besides, Organizations anticipate a particular set of knowledge, attitudes, and skills (Collings, Wood, and Szamosi, 2018). So to start, a human resources officer in a large organization is responsible for employee and labor relations. He or she must be a specialist in labor relations, collective bargaining and willing to recognize and address employee issues when they arise (MyMajor, n.d.). This results in a more fulfilling work atmosphere for both workers and employers. Besides, Human resources are critical to an organization's success; therefore, adequate human resources are motivated, coordinated individuals who want to assist organizations in achieving their goals and workers to attain the Organization's vision and purpose (Lumen, n.d.). An HR officer's primary responsibilities include collaborating with different agencies, increasingly consultative capacity, assisting line managers in comprehending and implementing policies and procedures, and promoting equity and diversity as an integral part of the Organization's community (MyMajor, n.d.). In addition, they are responsible for liaising with a variety of stakeholders in fields such as employee engagement and health and safety (Opatha, 2009). In this context, many responsibilities require an equal level of expertise in specific skills. For example, as human resources professional, leadership is a critical skill to possess. Practical leadership skills are essential for guiding workers toward the Organization's goals. Besides, good communication skills are crucial to ensure that staff obtains information appropriately, both written and verbally, and emphasizes active listening (Opatha, 2009). This includes paying close attention to what others are doing, taking time to comprehend the points being made, asking pertinent questions, and refraining from interrupting at inopportune moments (Adair, 2013).
Furthermore, critical skills such as social perceptiveness, being mindful of others' reactions, and comprehending why they respond the way they do,  are valued (MyMajor, n.d.). Moreover, Personnel Resource Management, motivating, creating, and directing employees, and finding suitable candidates for the job. Negotiation, Decision Making, and Judgment considering the relative costs and advantages of alternative actions to select the most suitable one, and so on.
Human resources teams are required to bring value to the organizations for which they work. Along with knowledge and skills expertise, an HR officer must show certain types of behaviors, including integrity, equality, fairness, attention to detail, concerns for others, and leadership. Since human resource officers must be persons of integrity who behave similarly in private as they do in public, this becomes a vital professional element in the lives of human resource managers, primarily as HR is often tasked with setting behavioral expectations for others (Goodear, 2014).
Moving forward, I have identified personal training and development opportunities in line with a Human Resources Officer's KSB. A skills audit is a written document that details all of the skills you currently possess and their level of proficiency. Additionally, it will describe the skills required for your dream work, the gaps in your skillset, and how you acquire the necessary skills (The Open University, 2021).
Based on the assessment, information technologies and communication skills present gaps, such as appropriate use of a database, lack of knowledge in HR Software, good use of Excel Spreadsheet, and drafting contract of employment. Employees are a business's most valuable assets, and investing in talent is critical for long-term growth and success. According to a Gallup report, workgroups engaged in employee growth doubled their revenue and income relative to non-engaged workgroups (Employee Training and Development: The Benefits and Why it's Important, 2019). Besides, investing in dedicated training and growth increases employee engagement, vital for a business's financial success (6 Reasons Why You Should Invest in Training, n.d.). Employee growth and training is a term that refers to a variety of employee learning activities; more precisely, training refers to programs that allow workers to acquire new skills or expertise to enhance results. Organizations that wish to support their employees' career growth must evaluate their abilities regularly and design remedial and developmental training programs for them (Employee Training and Development: The Benefits and Why it's Important, 2019). In this case, Employers can accomplish it by using testing centers or by the creation and implementation of in-house and outsourced training programs such as "The People Capability Maturity Model" discussed in class. The objectives are to recognize employees' shortcomings that keep them from progressing, to address those issues, to identify the skills employees will need for their subsequent assignments, and to prepare employees to acquire those new skills appropriately (Jack, 2021). My experiences in management and my interpersonal skills qualify me as a strong candidate for this role. I am a conscientious worker with a strong work ethic and a genuine interest in people. Apart from an excellent investment, the Organization would obtain a valuable asset by funding my development. For instance, my experience in hospitality equipped me to interact efficiently and respectfully with people from various cultures and backgrounds. Additionally, I gained the ability to deal with challenging situations by remaining calm and patient, allowing me to perform under pressure and act as a mediator between people. Similarly, this is an essential quality in HR. Moreover, my experience in customer service honed my leadership skills, as I was responsible for organizing and promoting teamwork, receiving and providing person-centered feedback to staff to improve service quality through monitoring, recruiting, and training. I am a great time and budget planner because I was required to be mindful of the business's daily requirements, like deadlines that needed to be met and attendance at meetings with seniors and directors. Following this, I develop the ability to appreciate team members' values and keep morale high by allocating them according to their individual needs, goals, and skills. Finally, by maintaining daily records and reports, I developed a methodical approach to work and sharpened my organizational skills. These are transferable skills that I have found helpful in other contexts and intend to apply to my HR role. Because I already own those skills required for an HR officer, as the report has previously highlighted, I will positively contribute to this Organization. Besides, I am much willing to improve my skills, which are incongruent with what the Organization or company uphold.
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Knowledge required for an HR Officer 



Human	Resources	and	Personnel		 Working	knowledge	of	the	standards	and	
procedures	governing	personnel	hiring,	
selec;on,	training,	compensa;on	and	
benefits,	labor	rela;ons,	and	personnel	
informa;on	systems.		



Administra;on	and	Management		 An	understanding	of	the	company	and	
management	concepts	underlying	
strategic	planning,	resource	u;liza;on,	
people	management	modeling,	leadership	
strategy,	development	processes,	and	
resource	coordina;on.		



Law	and	Government		 Familiarity	with	applicable	legisla;on,	
legal	codes,	court	processes,	precedents,	
government	policies,	and	agency	rules,	as	
well	as	the	democra;c	poli;cal	process.		
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Consumer	and	Personal	Service	 Demonstrate	an	understanding	of	the	
standards	and	procedures	governing	the	
provision	of	customer	and	personal	
services.	This	involves	determining	
customer	expecta;ons,	adhering	to	
service	quality	requirements,	and	
assessing	customer	sa;sfac;on.		
	



Psychology	 Understanding	individual	varia;ons	in	
ability,	personality,	and	interests;	learning	
and	mo;va;on;	psychological	tes;ng	
methods;	and	the	diagnosis	and	
treatment	of	behavioral	and	affec;ve	
disorders.		
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Behaviors required for an HR Officer 
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Personal Skill Audit 
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Positive outcome and potential benefits to the 
Organization 	



	



 Besides, Investing in dedicated training and growth increases 
employee engagement, vital for a business's financial success.  



According to a Gallup report, workgroups engaged in employee 
growth doubled their revenue and income relative to non-engaged 
workgroups  



Finally by investing in my development the Organization will get 
management expertise, leadership skills, and an individual with 
the ability to deal with challenging situations    
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HR is about 
 Ensuring that company 



goals are met by people 
while also ensuring that 
employees are handled 
ethically, cared for, and 



engaged. 



A human resources officer's 
job is to develop, advise on, 
and implement policies that 



ensure an organization's 
staff are used efficiently. 	



. 
	
	



The aim of this role is to ensure that the organization for which you 
work employs a diverse range of talent and experience, and that 
colleagues have access to training and development opportunities 
that will enable them to enhance their performance and contribute to 
the company meeting its business objectives. 
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