
TRAINING AND DEVELOPMENT NEEDS FOR A HR OFFICER



 


This presentation is about the development of the career of an HR officer by assessing their training needs. This will result in designing a training program for the HR officer. It will be examined what training is required to become the desired Employee Reations Manager. It uses a tool such as Holland's model.This presentation will be presented the Mitie  as the cleaning division of the UK’s leading facility management and professional services company Jasmine Hudson HR Director of HR for their consideration. Once the training proposals have been accepted, the process will be presented.
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Mitie is looking for an HR Officer who can easily fit into the cultural and diverse environment they represent. It is important to be able to work well with different managers within the organisation, to be able to make suggestions and propose solutions that contribute to the success of the company. It can also work with office programs and data with precision.  There is a keen eye for spotting gaps or strengths that can be strengthened by developing training. As Mitie is also a national cleaning company, it is necessary to have a good understanding of the roles of the organisation's employees and to ensure that they have the right working conditions. In the present case, the provision of adequate training, protective equipment and work clothing for cleaners. Resolving complaints and problems that arise: not enough cleaning products are ordered or they run out too quickly. Managing the administration of employees: attendance sheets, leave, payroll, data recording, etc. Developing plans to strengthen the commitment of employees to the workplace. The HR office has a multifaceted role, which is a constant challenge. The right person will love this diversified opportunity, which gives him/her the chance to move up in position and career.
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An HR officer needs to have the right skills and qualities to be able to perform these diverse tasks properly. One of the most important of these is excellent communication skills, as it is necessary to constantly use not only verbal but also written communication skills. The ability to work in a team is another important attribute that, together with communication, is very effective in improving a company's performance. It is important to find a focus with everyone and reduce confrontation when necessary. An important aspect of Mitie is that the presence of cultural diversity within the organisation requires that one is accepting of different nationalities. Mitie considers this to be one of its strengths. The use of administration and office software is also a key part of the daily workflow, along with analytical thinking. (Vulpen, n.d.)
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When a company wants to assess how competent its employees are at their jobs and what weaknesses need to be improved, there are a number of tests available. They are also very good tools when you want to move up to a higher level, so you can measure your competence.  Tests can measure mental, verbal, administrative skills. Situational tasks, on the other hand, test the employee who wants to move up.
„John Holland's Theory of Career Choice (RIASEC) maintains that in choosing a career, people prefer jobs where they can be around others who are like them. They search for environments that will let them use their skills and abilities, and express their attitudes and values, while taking on enjoyable problems and roles. Behaviour is determined by an interaction between personality and environment. 
Holland’s theory is centred on the notion that most people fit into one of six personality types:
· Realistic
· Investigative
· Artistic
· Social
· Enterprising
· Conventional.” (Carriers.govt.nz, 2019) (Cipd.co.uk, n.d.)

The HR manager's character is best suited to a mixture of social and realism, because while must be good at human relations, must also be good at making decisions.
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Progressing to HR menedzser és azon belül is Employee Relations Manager, először is egy karrier tervet kell létrehozni. De mit is csinál egy Employee Relations Manager?
"Employee Relations Specialists perform a variety of duties to promote employee welfare, such as resolving human relations problems and promoting employee health and well-being. ... Develops, schedules, and conducts technical, management, and interpersonal skills training to improve employee performance". (Cipd.co.uk, n.d.)
This requires the acquisition of skills that require the completion of various training courses. This includes knowledge of federal law, which is essential to carry out tasks legally and to the satisfaction of all. New levels of communication should be learned, such as conflict management, assertive communication, and mediation skills. The use of office software is also part of everyday work and should therefore be further developed. 




[image: ]
In order to achieve the desired goal , you must attend training courses that are accredited by the state. This is why the CIPD training organisation was set up.
„The Chartered Institute of Personnel Development (CIPD) is the main professional body to accredit and award professional human resources (HR) qualifications. The CIPD's qualifications are the recognised professional standard for HR and training specialists working across the UK's public, private and charity sectors.” (Targetjobs.co.uk, n.d.)
In order to achieve the desired goal, it must attend training courses that are accredited by the state. This is why the CIPD training organisation was set up. Three types of qualification are available: foundation level, intermediate level and advanced level. As further training is done while working full time, online distance learning is the most ideal option. This allows for better management of time outside working hours and better coordination with private life. Employment Law, workplace wellbeing, conflict management training, and learning office software are planned.
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As an HR officer working for Mitie's cleaning company, it should also be familiar with the legal policies involved. It will need to attend the following legal training courses to do this job. UK Employment Law includes a number of laws, without knowledge of which it is not possible to do the job of an Employee Relations Manager properly. Knowledge of these is a priority. It can be learned through online courses.  Another essential training is learning office software to help you in your daily work. These can be learned in the office setting as well as through online courses. To ensure that interactions between people work properly and successfully, one useful course is conflict management training. Assertive communication training is a great complement. These are best done in an offline training session, because the practical part can only be mastered well in this way. This is not possible now due to the COVID19 pandemic, but will be held as soon as the classroom training returns.
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Mitie contracts with the HR officer to provide training and coursework, which is paid for by the end. If the conditions are not met, the end will have to refund the amount. Attendance at the training sessions, both online and offline, is subject to an attendance sheet, proof of participation. 
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Once the HR officer have passed the exam, the company will also give  a mock exam in a real-life situation to see how well mastered the skills  learned.
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Mitie HR officer job expectations



u Use of HR information systems, data entry



u Developing organisational structures in cooperation with other managers in the



organisation



u Developing employee engagement plans



u Developing staff policies and procedures



u Finding and retaining outstanding talent



u Organising training sessions useful for the organisation



u Administering payroll and maintaining employee records
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What type HR Officer need by the 
Mitie?



u Excellent communication 
skills



u Good in teamwork



u Administrative expert



u HRM knowledge and 
expertise



u Proactivity



u Advising



u HRIS knowledge



u Intercultural sensitivity



u Analytically driven and 
oriented
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Pre assessment techniques
To assess the knowledge, skills and competences of an employee, different techniques are
available.



§ Cognitive ability tests: measure variety of mental abilities, such as verbal and mathematical
ability – admnistrative task



§ Job knowledge tests: measure critical knoledge of job



§ Personality tests: measures the reactions a person gives to the most common situations, and
how stabil emotional



§ Assessment centers: „An assessment center is a type of work sample test that is typical-ly



focused on assessing higher-level managerial and supervisory competencies.” (Pulakos, 2005)



§ Holland’s model of occupational personality types: realistic, investigative, artistic, social,
enterprising, conventional
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HR officer’s carrier plan and training 
needs



Carrier Plan
Progress to HR Manager including in the Employee relations Manager



„ Employee relations focuses on creating and delivering people practices which
develop - and maintain - positive working relationships between an organisation and 
its people. Working closely with unions and employee representatives, you'll need
to ensure that people practices are fair and transparent.” (cipd.co.uk, n.d.)



Develope several skills such as:



ü Communication skills



ü Knowledge of federal law: employment law, equal treatment law



ü Knowledge of HR information system and softwares



ü 3-5 years practice in HR officer
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Trainings
„The Chartered Institute of Personnel Development (CIPD) is the main professional



body to accredit and award professional human resources (HR) qualifications. The



CIPD's qualifications are the recognised professional standard for HR and training



specialists working across the UK's public, private and charity sectors.”



(targetjobs.co.uk, n.d.)



Distance learning is ideal:



- Flexible time management



- Better coordination of work and private life with study



Subject of trainings:



- Employment law



- Workplace wellbeing



- Conflict management training
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The required traininng program



Employment law
- Equality Act 2010
- Employment Rights Act 1996



- Health and Safety at Work Act 1974
- Data Protection Act 1998
- Working Time Regulations (1998) and The Working Time (Amendment) Regulations 



2007
Other trainings
- Conflict management training



- Microsoft Office training
- HR office softwer training
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Trainings that have actually been held



ü Microsoft Office training



ü Employment Law
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Implement and training program and
monitor



u Contract with the HR office about
the trainings



u The training is subject to
attendance, which is verified by an
attendance sheet.
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Scheduled Review and Performance 
Assessment Plan



Once the HR officer have passed the



exam, the company will also give a



mock exam in a real-life situation to



see how well mastered the skills



learned.
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Conclusion



A successful and enjoyable career is the
product of lifelong learning. There is 
always room for improvement and you
need to keep up with changes to be 
successful in your work. In this
presentation, we followed this as a recent
HR officer's career plan becomes a 
reality to become an HR Manager, 
including an Employee Relations 
Manager.
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Personal Skills Audit
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Plsase tick as appropriate to indicate how you would rate

Very good
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v

|
|
!
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SNIRIS
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v

Very good

Good
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-

Communication Skills

ittle or no experienc

g

Drafting contracts of
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4]
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< S
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session
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