Slide 1







Slide 2







Slide 3







Slide 4




Person Role Description Continued
· Administration support providing letters for grading of posts
· Probation administration
· Maternity and Paternity administration
· Recruitment and selection 
· Equality and Diversity
· Staff achievement payments
· Administration of performance management and improvement systems 
· Termination of employment 
· User acceptance testing 
· Upkeep of electronically stored personal records
· Carry out regular Human Resource Audit checks to ensure integrity of data is maintained.
· Ensure Compliance with Data Protection Legislation
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KNOWLEDGE
Personnel and Human Resources - Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, and personnel information systems.
 
Administration and Management - Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.
 
Customer and Personal Service - Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.
 
Law and Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, and the democratic political process.
 
 
SKILLS
Speaking Ability
To be able to make a presentation or speech clearly and effectively with confidence minus all the “ums” and “likes” and “ers”.
 
Reading people
The ability to sense if someone is lying or trying to hoodwink. 
 
Backbone
The ability to stand firm and not be intimidated. A “backbone” comes from the strength of your convictions and knowledge of your “craft.” The more knowledgeable you are the more confident you will be in your encounters with managers. 
 
Empathy
Without the ability to see another point of view or to understand the nuances of a situation you will be robbed of the ability to make the appropriate decisions at the appropriate time.
 
Listening
The ability to put aside your agenda and listen and “hear” what someone is saying and how they are saying it. 

BEHAVIOUR
Integrity - Job requires being honest and ethical.
 
Stress Tolerance - Job requires accepting criticism and dealing calmly and effectively with high stress situations.
 
Leadership - Job requires a willingness to lead, take charge, and offer opinions and direction.
Initiative - Job requires a willingness to take on responsibilities and challenges.
 
Dependability - Job requires being reliable, responsible, and dependable, and fulfilling obligations.
 
Self-Control - Job requires maintaining composure, keeping emotions in check, controlling anger, and avoiding aggressive behavior, even in very difficult situations.
 
Cooperation - Job requires being pleasant with others on the job and displaying a good-natured, cooperative attitude.
 
Concern for Others - Job requires being sensitive to others' needs and feelings and being understanding and helpful on the job.
 
Human Resource Officer’s Current Knowledge, Skills and Competencies (Refer to table in the slide)
 
 Human Resource Officer’s Career Plan (Refer to table in the slide)
   
 
 Human Resource Personnel Career Development Plan (Refer to table in the slide)
 
 
Human Resource Officer Training and development needs (Refer to table in the slide)
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Human Resource Officer’s Current Knowledge, Skills and Competencies
	
	Strong
	Weak

	[bookmark: _Toc70706324]Leadership
	
	

	Systems Applications and Products in Data Processing(SAP)knowledge
	
	

	[bookmark: _Toc70706329]Initiative and Creativity
	
	

	[bookmark: _Toc70706332]Communication
	
	

	[bookmark: _Toc70706335]Team Work
	
	

	[bookmark: _Toc70706338]Language skills
	
	

	[bookmark: _Toc70706341]Positive Attitude
	
	

	[bookmark: _Toc70706344]Financial Management
	
	

	Ethics
	
	

	[bookmark: _Toc70706350]Presentation Skills
	
	

	Honesty
	
	

	Critical Thinking
	
	

	Commitment to Ongoing Human Resource learning
	
	

	Human Resource Organisational skills
	
	



Human Resource Officer’s Career Plan
The diagram below show the Human Resource Career progress chart at TPS UK
Human Resource Assistant
Chief Human Resource Officer
Training and Development Coordinator
Payroll Specialist
Human Resource Manager
Human Resource Clark
Human Resource Director









The Human Resource officer’s Career Plan shows the highest possible position in TPS UK that a Human Resource Personnel can reach.
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Further benefits

· Improvement in worker performance.
· Consistency in duty performance.
· Ensuring worker satisfaction.
· Reduction in supervision.
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Training and development 
Refers to educational activities within a company created to enhance the knowledge and skills of employees while providing information and instruction on how to better perform specific tasks.

It is also conducted to Designs, coordinate, organize, and facilitate learning and development of solutions to needs of an organisation. 
It supports the workforce in acquiring knowledge, skills, and abilities required for effective job performance.

Performance Assessments 
· Is conducted to review the performance of employees for a period of time.
· To assess the gap between the current and desired performance.
· To assist the manager in conducting the control/audit.
· To help in improving relationships and communication between managers and employees


Performance Appraisal 
Helps to keep a record of each employee’s job performance, including what efforts they have made as well as what they achieved.
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CONCLUSION  
Human Resource Management as performed by the Human Resource Personnel constitutes a vital role in the organisation’s life. 

Performance management system such Appraisals, Skills Gap analysis, Training and development needs analysis etcetera, are more less life support systems of an organisation. 

They play an important role that constitutes the psychological contract between managers and colleagues.

 It gives them an opportunity to derive the colleague’s performance and behaviour toward organisational goal in terms of developing colleagues while keeping a good relationship with them. 

Comparable organisations use more or less the same financial and material resources for their business but reach different performance levels in efficiency and effectiveness it becomes clear that the driving factor for these differences is in how company´s management understands and implements its role in human resource management. 

Therefore, the managerial influence on employee is essential for constant improvement of human resource management processes in an organisation. Human resource management is on the one hand used as a generic wording for every arrangement of personnel management. 

On the other hand it is seen as denotation of a specific approach within the human resource management which is identified by different characteristics. According to a narrow understanding companies try to gain competitive advantage by acquiring engaged and capable employees. 

For their acquisition a set of cultural, structural and personnel oriented techniques is used.
 
From doing this assignment, I have come to appreciate the importance of Career planning, Knowledge, Skills and behaviour analysis by Human Resource personnel as well as the organisation. I have learnt how to design a training program for a Human Resource Officer.
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INTRODUCTION 

This report is examining the Career development of a Human Resource Officer at Trade Parts Specialist(TPS) UK and the Training needs to help design  a Training program.

TPS UK is a medium size company with 57 branches across the United Kingdom. 

 

TPS UK Need

The company is in need of an Human Resource officer to work as part of the Human Resource Operations team to provide; a professional, high quality, timely, customer focused Human Resource administration service to key stakeholders, job applicants and customers throughout the TPS UK community. 
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Person Role Description

To provide high quality Human Resource administrative 

support across the full spectrum of Human Resource 

administration, including: 

Recruitment Administration.

Immigration Documentation checks for Right to Work for   

New Starters, Re-Joiners, and Extensions. 

General Human Resource Administration

Absence management  

Preparation and issue of contractual documentation 

Payroll updates
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Person Role Description

To provide high quality Human Resource administrative support across the full spectrum of Human Resource administration, including: 

Recruitment Administration.

Immigration Documentation checks for Right to Work for   New Starters, Re-Joiners, and Extensions. 

General Human Resource Administration

Absence management  

Preparation and issue of contractual documentation 

Payroll updates







Person Role Description Continued

Administration support providing letters for grading of posts

Probation administration

Maternity and Paternity administration

Recruitment and selection 

Equality and Diversity

Staff achievement payments

Administration of performance management and improvement systems 

Termination of employment 

User acceptance testing 

Upkeep of electronically stored personal records

Carry out regular Human Resource Audit checks to ensure integrity of data is maintained.

Ensure Compliance with Data Protection Legislation
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Qualities of Human Resource Personnel needed by 

TPS UK

• Be Organized

• Communicate Effectively

• Lead by Example

• Enjoy Solving Problems

• Be Comfortable Making Difficult Decisions

• Take Risks

• Love Data

• Be a Talented Multitasker

• Have Strong Ethics

• Love Learning
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Qualities of Human Resource Personnel needed by TPS UK


Be Organized

Communicate Effectively

Lead by Example

Enjoy Solving Problems

Be Comfortable Making Difficult Decisions

Take Risks 

Love Data

Be a Talented Multitasker

Have Strong Ethics

Love Learning
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Knowledge, Skills and Behaviour required by an 

Human Resource officer

Knowledge

• Personnel and Human Resources 

• Administration and Management

• Customer and Personal Service

• Law and Government

Skills

• Speaking Ability

• Reading people

• Reading people

• Listening

Behaviour

• Integrity

• Self control

• Dependability
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Knowledge, Skills and Behaviour required by an Human Resource officer


Knowledge

Personnel and Human Resources 

Administration and Management

Customer and Personal Service

Law and Government

Skills

Speaking Ability

Reading people

Reading people

Listening

Behaviour

Integrity

Self control

Dependability







 

KNOWLEDGE

Personnel and Human Resources - Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, and personnel information systems.

 

Administration and Management - Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.

 

Customer and Personal Service - Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.

 

Law and Government - Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, and the democratic political process.

 

 

SKILLS

Speaking Ability

To be able to make a presentation or speech clearly and effectively with confidence minus all the “ums” and “likes” and “ers”.

 

Reading people

The ability to sense if someone is lying or trying to hoodwink. 

 

Backbone

The ability to stand firm and not be intimidated. A “backbone” comes from the strength of your convictions and knowledge of your “craft.” The more knowledgeable you are the more confident you will be in your encounters with managers. 

 

Empathy

Without the ability to see another point of view or to understand the nuances of a situation you will be robbed of the ability to make the appropriate decisions at the appropriate time.

 

Listening

The ability to put aside your agenda and listen and “hear” what someone is saying and how they are saying it. 



BEHAVIOUR

Integrity - Job requires being honest and ethical.

 

Stress Tolerance - Job requires accepting criticism and dealing calmly and effectively with high stress situations.

 

Leadership - Job requires a willingness to lead, take charge, and offer opinions and direction.

Initiative - Job requires a willingness to take on responsibilities and challenges.

 

Dependability - Job requires being reliable, responsible, and dependable, and fulfilling obligations.

 

Self-Control - Job requires maintaining composure, keeping emotions in check, controlling anger, and avoiding aggressive behavior, even in very difficult situations.

 

Cooperation - Job requires being pleasant with others on the job and displaying a good-natured, cooperative attitude.

 

Concern for Others - Job requires being sensitive to others' needs and feelings and being understanding and helpful on the job.

 

Human Resource Officer’s Current Knowledge, Skills and Competencies (Refer to table in the slide)

 

 Human Resource Officer’s Career Plan (Refer to table in the slide)

   

 

 Human Resource Personnel Career Development Plan (Refer to table in the slide)

 

 

Human Resource Officer training and development needs (Refer to table in the slide)
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Benefits of Training a Human Resource 

Officer

• Training and development presents a prime 

opportunity to expand the knowledge base of all 

employees

• Training and development helps in increasing the 

productivity of the employees.

• Training and development helps in creating a better 

corporate image.

• Training and development helps in inculcating the 

sense of team work, team spirit, and inter-team 

collaborations.

• Help in addressing employee weaknesses.
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Benefits of Training a Human Resource Officer



Training and development presents a prime opportunity to expand the knowledge base of all employees

Training and development helps in increasing the productivity of the employees.

Training and development helps in creating a better corporate image.

Training and development helps in inculcating the sense of team work, team spirit, and inter-team collaborations.

Help in addressing employee weaknesses.

 











Further benefits



Improvement in worker performance.

Consistency in duty performance.

Ensuring worker satisfaction.

Reduction in supervision.
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Human Resource Officer training and development needs

Scheduled Review and Performance Assessment Plan

Department To be eligible for  quality 

boost, employee's  start 

date is on or before

Annual Salary Review (ASR) 

process initiated by 

Compensation Office

Performance Review 

Conversation / Written 

Evaluation

DLC sends final merit 

increase amounts to 

Compensation Office

Marketing 

July 1 Late October October / December Mid December

Operations

November 25 Mid-January January / February Mid-February

Sales

March 30 Mid-January February / March Early March

Human Resource

May 30 Early March March / April Mid-April

Finance

January 1 Mid-April May / June Early June

Administration

January 1 Mid-April May / June Early June
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Human Resource Officer training and development needs











Scheduled Review and Performance Assessment Plan













		Department		To be eligible for  quality boost, employee's  start date is on or before		Annual Salary Review (ASR) process initiated by Compensation Office		Performance Review Conversation / Written Evaluation		DLC sends final merit increase amounts to Compensation Office

		Marketing 		July 1		Late October		October / December		Mid December

		Operations		November 25		Mid-January		January / February		Mid-February

		Sales		March 30		Mid-January		February / March		Early March

		Human Resource		May 30		Early March		March / April		Mid-April

		Finance		January 1		Mid-April		May / June		Early June

		Administration		January 1		Mid-April		May / June		Early June









Training and development 

Refers to educational activities within a company created to enhance the knowledge and skills of employees while providing information and instruction on how to better perform specific tasks.



It is also conducted to Designs, coordinate, organize, and facilitate learning and development of solutions to needs of an organisation. 

It Supports the workforce in acquiring knowledge, skills, and abilities required for effective job performance.



Performance Assessments 

Is conducted to review the performance of employees for a period of time.

To assess the gap between the current and desired performance.

To assist the manager in conducting the control/audit.

To help in improving relationships and communication between managers and employees





Performance Appraisal 

Helps to keep a record of each employee’s job performance, including what efforts they have made as well as what  they achieved.
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FORMAT NUMBER REVISION NUMBER

HR FILE CODE REVISION DATE MONTH
2 HR/T/2021-3 1st October
I o
HR Assistant Contract letter HR Manager Epsom 05/30/2021 09.00hrs 16.00hrs
HR HR Assistant Training of trainers HR Manager Shoreditch 10/06/2021 10.00hrs 16.00hrs
HR HR Assistant Interviewing skills HR Manager Croydon 16/08/2021 09.00hrs 16.00hrs
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CONCLUSION

Human Resource Management as performed by the 

Human Resource Personnels constitutes a vital role in the 

organisation’s life. Performance management system such 

Appraisals, Skills Gap analysis, Training and development 

needs analysis etcetera, are more less life support systems 

of an organisation.

From doing this assignment, I have come to appreciate the 

importance of Career planning, Knowledge , Skills and 

behaviour analysis by Human Resource personnels as well 

as the organisation. I have learnt how to design a training 

program for a Human Resource Officer.
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CONCLUSION

Human Resource Management as performed by the Human Resource Personnels constitutes a vital role in the organisation’s life. Performance management system such Appraisals, Skills Gap analysis, Training and development needs analysis etcetera, are more less life support systems of an organisation.



From doing this assignment, I have come to appreciate the importance of Career planning, Knowledge , Skills and behaviour analysis by Human Resource personnels as well as the organisation. I have learnt how to design a training program for a Human Resource Officer.







CONCLUSION  

Human Resource Management as performed by the Human Resource Personnels constitutes a vital role in the organisation’s life. 



Performance management system such Appraisals, Skills Gap analysis, Training and development needs analysis etcetera, are more less life support systems of an organisation. 



They play an important role that constitute the psychological contract between managers and colleagues.



 It gives them an opportunity to derive the colleague’s performance and behaviour toward organisational goal in terms of developing colleagues while keeping a good relationship with them. 



Comparable organisations use more or less the same financial and material resources for their business but reach different performance levels in efficiency and effectiveness it becomes clear that the driving factor for these differences is in how company´s management understands and implements its role in human resource management. 



Therefore, the managerial influence on employee is essential for constant improvement of human resource management processes in an organisation. Human resource management is on the one hand used as a generic wording for every arrangement of personnel management. 



On the other hand it is seen as denotation of a specific approach within the human resource management which is identified by different characteristics. According to a narrow understanding companies try to gain competitive advantage by acquiring engaged and capable employees. 



For their acquisition a set of cultural, structural and personnel oriented techniques is used.

 

From doing this assignment, I have come to appreciate the importance of Career planning, Knowledge , Skills and behaviour analysis by Human Resource personnels as well as the organisation. I have learnt how to design a training program for a Human Resource Officer.
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END

THANK YOU


Microsoft_Office_PowerPoint_Slide11.sldx




END



THANK YOU







e

THANK YOU





image11.png
Appendix A

Personal Skills Audit

Name Emmanuel Ochieng

lJob role: Human Resource Officer

Please tick as appropriate to indicate how you would rate your skills in relation to the following work / functional areas.

Very good

[Good

[Adequate

ILittle or no experience|

Information Technology

Use Microsoft Office v
Word

Use Excel spreadsheet Vv

Use a Database

Use specialist
HR software

<&

Use the internet

<&

Use e-mail

Use PowerPoint

Very good

|Good

/Adequate

ILittle or no experience|

ICommunication Skills

Drafting contracts of
lemployment

v

[Taking notes of
disciplinary

Hearings Write reports

Produce material to
support presentations

Delivering a training
session
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Resolving
disputes/complaints

Interviewing

v

Advising on HR issues

[Very good

Good

[Adequate

lLittle or no experience|

IProblem solving skills

Make good use of
‘erbal reasoning skills,
fable to handle
[complex data and
Imake selective use of
information

Explore more than
jone solution in order
to solve a problem

|[Consider the ideas
jof others to help
|solve problems

[Supervisory Management

How much

lexperience

lhave you had in
our role?

U< 1 month

1-3 months

P 3 months V'

How many people
lhave you managed
lat any one time?

u None

1-5 v

(Above 5

|I declare that the information given in this form is true

|slgned oe

Date 01/ 05/ 2021
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ANNUAL EMPLOYEE APPRAISAL FORM

HUMAN RESOURCE DEPARTMENT

Employee Name:

Employee ID #:

Position Title:

Branch/Div./Dept.:

Evaluation Period: From (mm/dd/yyyy): To (mm/dd/yyyy):

Goals and Objectives for this Evaluation Period: Results:

1. [ Exceeded [T Achieved [ Not achieved
2. [T Exceeded [TAchieved | [INot achieved
3. [J Exceeded [JAchieved | []Not achieved
a. [ Exceeded [T Achieved I Not achieved
5. 1 Exceeded [T Achieved I Not achieved
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PERFORMANCE INDICATORS

Exemplary

Commendable

Achieves

Improvement |

Needs

Unsatisfactory

Analytical Skills: Uses a variety of techniques to analyze situations most efficiently; assesses risk or
return on investment and makes appropriate decisions.
Comments:

ad
ad
ad
ad
ad

Communications: Shares information effectively in verbal and written form with various audiences
(including ability to deliver presentations in a professional, organized, and persuasive manner); listens
attentively and openly to the ideas, concerns, and suggestions of others.

Comments:

Initiative and Autonomy: Accepts and carries out current and new responsibilities through
resourcefulness and self-reliance.
Comments:

Cooperation and Collaboration: Builds strong working relationships with colleagues throughout the
organizational unit and the University and seeks opportunities to partner with others to achieve goals
and objectives.

Comments:
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Achievements: Briefly describe the employee’s most significant strengths and accomplishments during this review period.

Areas for Improvement: Areas in which the employee should address professional shortcomings and expand competencies. Provide a
brief description of a development plan to support achievement (supervisor’s role, resources, etc.).
Overall Performance Rating (assign one overall rating based on the ratings assigned above):

[ exemplary [0 commendable [ Achieves [ Needs improvement [ uUnsatisfactory

Comments:

Goals and Objectives for Next Evaluation Period:

Professional Development Plan

nclude training, competency development, and other efforts.
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People Development: Manages staff effectively; develops mutual trust and respect in a culturally
diverse environment; plans and supports the achievement of professional development goals for direct
reports; provides regular and timely feedback to all direct reports.

If employee does not supervise, then check. |:| N/A

Comments:

Job Knowledge: Demonstrates the technical, managerial, and organizational knowledge to successfully
execute duties; shows knowledge and understanding of higher education and of the profession.
Comments:

Planning, Organizing, and Time Management: Arranges work so that it can be executed in a timely
manner within specifications and budget; prioritizes and effectively utilizes resources.
Comments:

Problem Solving and Decision Making: Understands factors and develops sound, timely, and practical
solutions to daily challenges; demonstrates ability to critically evaluate impact of deci
others.

Comments:

Other:
Comments:

Other:
Comments:
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NAME OF STUDENT      : EMMANUEL OCHIENG

STUDENT ID                   : 1807935  

NAME OF LECTURER    : NANDISH PATEL

MODULE NAME              : DEVELOPING RELATIONSHIPS &

WORKPLACE ACHIEVEMENT

MODULE CODE              : BMSW5102

SUBMISSION DATE        :  4

TH

MAY 2021
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TRAINING AND DEVELOPMENT NEEDS 

OF 

A HUMAN RESOURCE OFFICER
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INTRODUCTION 

This report is examining the Career development of a

Human Resource Officer at Trade Parts Specialist(TPS) UK

and the Training needs to help design a Training program.

TPS UK is a medium size company with 57 branches

across the United Kingdom.

TPS UK Need

The company is in need of an Human Resource officer to

work as part of the Human Resource Operations team to

provide; a professional, high quality, timely, customer

focused Human Resource administration service to key

stakeholders, job applicants and customers throughout the

TPS UK community

.


